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Setting Up a Session
Adding a Course Session

PeopleSoft's Training Administration has two components that are the foundation of all actions
within the training process. Courses and Sessions, to some extent, are involved with every action
within training administration.

Courses must be established first. A course may have several sessions active concurrently in
PeopleSoft, but the sessions may not have identical details, such as time and facility. The date
must be unique between sessions.

NOTE: To maintain consistency and avoid duplication, the State Personnel Department
maintains the Course Table. Please utilize the Add A Course Form (Appendix A) to request
new course codes.

This topic will explain how to add a session for an existing course. A course session can be set up
only if the Course Table has an active entry. If your course has not been entered on the Course
Table, contact the State Personnel Department's Training Division.

Procedure

In this topic, you will add a session for the Presentation Skills course (course code BSK001), and
specify the session information in the PeopleSoft Human Resources application.
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Procedure

[~ DPdeEdd & o6

PeopleSoft.

Personalize Content | Layout
Menu -]

Search:
®

[ Wiy Favarites

[ Self Service

> Manager Self Service

> Recruiting

[ Wigrkforce Administration
[> Benefits

> Compensation

[ Stock

[ Tirme and Labor

[ Payroll for Morth America
[» Global Payroll & Absence Mamt
> Payroll Interface

[ Workforce Development
> Organizational Development
> Enterprige Learning

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[» Student Admissions

[+ Records and Enroliment
> Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[> Worklist

> Application Diagnostics
> Tree Manager

[> Repating Tools

[> PeopleTools

> Packaging

- Careers

- Chande Wy Password

— by Personalizations

— by Swstern Profile

— Wiy Dictionary

Step | Action

1. Begin by navigating to the Course Session Profile page.

Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Define Course/Cost Details link.

Click the Course Sessions link.
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s> 084 aEadd |5 ad

Resources

« Define Course/Cost
Details
— Cateqory/Subcatenory
— Catalog Costs
— Courses
— Course Costs

— Catalog Organization
— Program Information
— Tuition Expense Type
— Sleps DEU
— Plans DEU
> Define Budget
— Add a Persan
- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary

PeopleSoft.

Course Session Gosts

=

Course Sessions

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Home

Course Code: | heging with ﬂ || Q
Course Session Nbr: [begins with (7] |
Description: begins with ﬂ|
Course Start Date:  |=
Course End Date:  |=
Session Status: |: j
I” case Sensitive
Search | Clear | Basic Search B Save Search Criteria

Find an Existing Yalue | Add a MNew Yalue

Hew window | Help | B,

Step

Action

Click the Add a New Value tab.
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|- 2 0LdaEdd BHad

PeopleSoft.

Resources - n
< Define Course/Cost = Hew window | Help | &)

Details

— Cateqory/Subcatenory

— Catalog Costs

~ Courses Eind an E: @lue | AddaNew Value

— Course Costs
Course Code: | Q,

— Course Session Planner
Course Session Nbr:

Course Sessions

— Catalog Organization
— Program Information
— Tuition Expense Type Add
— Sleps DEU
— Plans DEU

-
 Define Budgst Eind an Existing Yalue | Add a Mewalue

— Add a Persan
- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
(- Student Financials
- Academic Advising

[ Contributor Relations

- SetUp HRMS

(> SetUp SACR

> Enterprise Components
[ Waorklist

[+ Application Diagnostics
> Tree Manager

> Reporting Toals

> PeopleTools

> Packaging

|- Careers

|- Change bty Password
|- My Personalizations

= My System Profile

[ My Dictionary -

Step | Action

5. Enter the desired information into the Course Code field. Example: "BSK001".

If you do not know the course code, click on the magnifying glass to lookup the
course codes.

6. Click the Add button.
IMPORTANT: Leave the Course Session Number Blank.

The system will assign a sequential number when you save the record.

Add
7. Use the Course Session Profile page to enter, update, or view a session status, date,
time, and capacity.
8. Specify the session status, such as Active, Canceled, or Complete in the Session

Status field.

To create a new session, accept the default status of Active for the Session Status
field.
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j Course Session Profile Page (Fields Descriptions)

Session Status: Indicates whether the session is Active, Cancelled, or
Complete. An Active value is appropriate for a new session. Otherwise
you will not be able to enroll students.

Session Administration Box: Must be checked. Do not click in this
box. Otherwise you will not be able to complete the scheduling.

Start/End Date/Times: (See next Note Tip for times and Reschedule
information.)

Duration: The system populates this field from the Course Table. If
the session duration is different from this default, update the Duration
field.

Duration Unit Field: The system populates this field from the Course
Table. This is the unit in which the Duration is being measured. If you
want to use a different unit, select a Duration Unit from the available
options.

Min. Students/Session: The system populates this from the Course
Table. Update the minimum number of students in this field, if
necessary.

Max. Students/Session: The system populates this field from the
Course Table. Update the maximum number of students in this field, if
necessary.

Language Field: This field is not used.
Vendor ID: Enter your Business Unit in this field, which is used for

reporting purposes. If you do not know the number, use the lookup
feature and select the appropriate number.
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j State/End Dates: Enter the start and end dates for the course session.
Start/End Times: Enter the start and end times of the course session.
Note: All times entered are assumed to be AM unless:

1. They are specified in Military Time format, for example 0900
becomes 9:00 am and 1500 becomes 3:00 pm.

2. You put a p after the time, for example 3p becomes 3:00 pm and
4:30p becomes 4:30 pm. These will translate after you type them and
press the tab key.

Reschedule Check Box: When entering a new session, leave this box
blank.

Note: If you later change the Start/End Dates or Start/End Times, you
will also need to click inside the Reschedule Box. When you change the
dates for the session, the system automatically updates the dates in the
Student Training Records of students on the waiting lists and enrolled in
the course session. You must check the Reschedule Box to cause the
updates to generate.

When you select the Rescheduled Check Box and save the page, the
system changes the letter code in the student training record to RSC
(rescheduled).
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|- 2 0LdaEdd BHad

PeopleSoft.

Resources =
« Define Course/Cost

Details

— Cateqory/Subcatenory

— Catalog Costs

— Courses

— Course Costs
— Course Session Planner

— Course Session Costs
— Catalog Organization
— Program Information
— Tuition Expense Type
— Sleps DEU
— Plans DEU

> Define Budget

— Add a Persan

- Madify a Persan

- Administer Training

Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary -

Course Session Profile

Course:

Session Number:

Location, Instructor

Eguipment

B5KO01  Presentation Skills

oooo Schook:

e Window | Help | Customize Page | 15,

Course Status: Active

*Session Status:
StartEnd Dates:
StartEnd Times:
Duration:

Min StudentsiSession:

Session Language:

Wendor ID:

& save Motify

Course Session Profile | Location, Instructor | Equinment | Expense

[
1
T
B

Duration Unit:

[ &

Max Students/Session:

[ Session Administration

™ Rescheduled

Hour =
[ 13

Ebsdd | FUpdateDisplay

Step

Action

Enter the desired information into the Start Date field. Example: "02/17/2003".

10.

Press the Tab key.

11.

Enter the desired information into the End Date field. Example: "02/17/2004".

(Note: The fact that the class start/end dates are not the same year appears to be a typo
in the tutorial.)

12.

0211752004

Press the Tab key.

13.

Enter the desired information into the Start Time field. Example: "0800".

14.

Press the Tab key.

15.

Enter the desired information into the End Time field. Example: "1700".
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|- 2 0LdaEdd BHad
PeopleSoft.

Home

£l

Resources = i i
New Window | Help | Custornize Page
< Define Course/Cost ! | e |25,
Detail
7203: orvSubcatenal Course Session Profile
— Catalog Costs
— Courses . .
_ Course Caosls Course: BSKOD1  Presentation Skills Course Status: Active
Session Number: oono Schook:
— Catalog Organization *Spssion Status: Active ha [ Session Administration
— Program Information
— Tuition Expense Type
_ Stens DEU StartEnd Dates: 0211712003 [ |02 72004 [H [ Rescheduled
— Plans DEU
© Define Budget StartEnd Times: :00AM | [1700]
— Add a Persan
- Modifva Person Duration: &0 Duration Unit: Hour |
- Administer Training
Bequests Min StudentsiSession: £ Max Students/Session: 12
- Workfarce Monitoring
- Pension - .
> Campus Cammunity Session Language:
- Student Recruiting \endor ID: Q

[ Student Admissions
(> Records and Enroliment

> Curriculum Management
- Financial Aid & Save | | (=] Noify Evacd | FUpdateDisplay

[+ Student Financials

- Academic Advising

[ Contributor Relations

- SetUp HRMS

(> SetUp SACR

> Enterprise Components
[ Waorklist

[+ Application Diagnostics
> Tree Manager

> Reporting Toals

> PeopleTools

> Packaging

|- Careers

|- Change bty Password
|- My Personalizations

= My System Profile

[ My Dictionary -

Course Session Profile | Location, Instructor | Equinment | Expense

Step | Action

16. Click the Location, Instructor tab.

17. | Use the Location, Instructor page to enter, update, or view information regarding the
course session at the training facility.
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PeopleSoft.

Home

Resources - Mew Window | Help | Custorize Page | [,

« Define Course/Cost
Details
— Cateqory/Subcatenory
— Catalog Costs

Location, Instructor

— Courses . .
_ Course Caosls Course: BSKOO1  Presentation Skills Course Status: Active
ourse Session Planner Session# (0000 Session Status:  Active

i Fir
osls —
Catalog Organization StartEnd Dates: 021772003 021772004 StartEnd Times: | &-00AM 5:00PM

— Program Information
— Tuition Expense Type Duration: a0 Duration Unit: Hour E

— Sleps DEU
— Plans DEU Facility: [ a | Vendor ID: Q' Training Faility Address
> Define Budget
— pdd a Persan Selectfree Training Room
- by - " .
e & —— i Roomn Code: Maximum Nbr of Students:
- Administer Training
Bequests Building:
- Workfarce Monitoring
- Pensiaon Floor #:
- Campus Comrmunity
. Student Recruiting Instructor 4 First (1 0r 1 [¥] Last
[ Student Adrmissions vendor Instructor ID Name
(- Records and Enroliment C ] FHE
(> Curriculum Management Q Select free Instructor
(- Financial Aid

[+ Student Financials

- Academic Advising

[ Contributor Relations
- SetUp HRMS

(> SetUp SACR

(- Enterprise Components Sawe Mati Add | FUpdateDispla

[ Waorklist LI M —I 2l B
(- Application Diagnostics Course Session Profile | Location, Instructor | Equinment | Expense
> Tree Manager

> Reporting Toals

> PeopleTools

> Packaging

|- Careers

|- Change bty Password
|- My Personalizations
= My System Profile

[ My Dictionary -

Step

Action

18.

Specify a training facility code for this session in the Facility field.
Enter the desired information into the Facility field. Example: "BZ001".

j’ Add Instructor to the program.
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PeopleSoft.

Resources

« Define Course/Cost
Details
— Cateqory/Subcatenory
— Catalog Costs
— Courses
urse Costs

— Catalog Organization
— Program Information
— Tuition Expense Type
— Sleps DEU
— Plans DEU

> Define Budget

— Add a Persan

- Madify a Persan

- Administer Training

Beguests

- Workfarce Monitoring
[ Pension
- Campus Comrmunity

Location, Instructor

Course: BSKOO1

Session# 0000

Training Location
Start/End Dates:

&0

Duration:

Presentation Skills

02712003

e Window | Help | Customize Page | 15,

Equiprment

Course Status: Active

Session Status: Active

021772004 StartEnd Times: 50040
Haur =

5:00PM

Duration Unit:

Facility:
Select free Training Room
Roomn Code:

Building:

Floor #:
Instructor

[Bzoot] @ |

Vendor ID: |

Maximum Nbr of Students:

Q Training Facility Address

- Student Recruiting

[ Student Adrmissions

[ Records and Enrolimert
> Curriculum Management
(- Financial Aid

[+ Student Financials

- Academic Advising

Instructor ID  Name

First E 1of 1 E Last

EHE

First [ 1 of 1 0 Last

Select free Instructor

EHE

[ Contributor Relations

- SetUp HRMS

(> SetUp SACR

> Enterprise Components
[ Waorklist

[+ Application Diagnostics
> Tree Manager

> Reporting Toals

& save | [T Natify

> PeopleTools

> Packaging

|- Careers

|- Change bty Password
|- My Personalizations
= My System Profile

[ My Dictionary -

Course Session Profile | Location, Instructor | Equinment | Expense

Evacd [ | FlUpdsteDisplay

Step | Action

19. Click the Save button.

20.

a number. In this case 0001.

Notice that the session number has changed from 0000 to 0001. This indicates that a
session has been added to the Presentation Skills course. It was automatically assigned

21.
End of Procedure.

You have successfully added a session for the Presentation Skills course.
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Adding an Instructor

You need an instructor to lead a course. Instructors can be employees or non-employees. You
cannot select instructors unless you specify that they are qualified to lead the course. You use the
Instructor table to enter and update instructor information.

In this example, your company has developed a presentation course internally for employees.

Luis Duarte, an employee in your company, is selected as the qualified instructor for this course.
Your goal is to add Luis Duarte as an instructor into the system.

Procedure

[c-> 008 0d 3 > am-
PeopleSoft.

Personalize Content | Layout
Menu = B

Search:
®

[ My Fawarites

[> Self Service

[» Manager Self Service

> Recruiting

[ Workforce Administration

[> Benefits

[> Compensation

[» Stock

[ Time and Labor

[ Payroll for Morth America

[ Global Payrall & Absence Momt
> Payroll Interface

[ Workforce Cevelopment

> Organizational Development
> Enterprise Learning

[ Workforce Monitoring

[> Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[> Records and Enrallment

> Curriculum Management

[> Financial Aid

[> Student Financials

[ Academic Advising

[> Contributar Relations

[> SetUp HRMS

[> SetUp SACR

[ Enterprise Components

[ Wiorklist

I Application Diagnostics

[ Tree Manager

I Reporting Tools

[» PeopleTools

[» Packaging

— Careers

— Change My Password

— by Personalizations —
— hily Swstern Profile
|— by Dictionary

Step | Action

1. Begin by navigating to the Instructor Profile page.
Click the Enterprise Learning link.

[ Enterprise Leaming |

2. Click the Instructors link under Define Training Resources.
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PeopleSoft.

[> Training Budget ﬂ

[ Student Enraliment

[ Result Tracking

[ CostAnalysis

[ Training Repons

[» Course Reports

< Define Training
Resaurces
— Training Faciliies
quipment and Materials

— ¥endor Contacts
[ Define Caurse/Cast
Details
> Define Budget
— Add a Persan
- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary -

Instructors

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Instructor ID:

Name:

Alternate Character Name:
Last Name:

I~ Include History [~ Correct History [~ Case Sensitive

Search | Clear |E|aswcsearch B save search Criteria

Home

hegins wnhj‘

hegins with 7] |

begins withj‘

begins withj‘

Find an Existing Value | Add 3 bew Value

Mew Window | Help | 15,

Step

Action

We will designate a new instructor. Click the Add a New Value tab.

Either Find an Existing Value (Person is already designated as an instructor in
PeopleSoft), or Add a New Value (Designate a new person as an instructor.)

Last changed on: 5/29/2007 1:46:00 PM
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PeopleSoft.

[> Training Budget ﬂ
[ Student Enraliment
[ Result Tracking

- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile

[ My Dictionary -

[ CostAnalysis Instructors
[ Training Repons
[ Course Reports
= Define Training

Resaurces
— Training Facilities Instructor ID: a
— Equipment and Materials

Add a New Value

Add
vendars
— ¥endor Contacts
- Define CourselCost Eind an Existing Yalue | Add 3 New Value
Details
> Define Budget
— Add a Persan

Home

Mew Window | Help | 15,

Action

Enter the desired information into the Instructor ID field. Example: "KR0028".

Click the Add button.
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-2 0LdaEdd | BHad

PeopleSoft.

[ Training Budget

[ Student Enraliment

[ Result Tracking

[ CostAnalysis

[ Training Repons

[» Course Reports

< Define Training
Resaurces
— Training Faciliies
quipment and Materials

— ¥endor Contacts
[ Define Caurse/Cast
Details
> Define Budget
— Add a Persan
- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary

Home

New Wiindow | Help | Customize Pai

£l

=)

e |

Instructor Profile

Instructor ID:  KROO28 Luis Duarte
Instructor Details
‘Effective Date:  U7/062005 [ sgtatus: Aclive ~
‘nternalExternat; [ Memal 7]
Vendor ID:
School Code: School Name:
Per Unit Cast 500073 usD CostUnit:  |FlatCost ¥
Area of Expertise: |Communications
Description: Luis Duarte has over 5 years experience teaching communications: d
» K-l mesico
» Bl France

|
& save | |[=] Natiy

Instructor Profile | Qualification

s Add LlpdateJD\sp\ayl 2 Includs History: | [E# Correct History |

Step

Action

Click the Qualification tab.

Use the Qualification page to add, update, or display the courses that the instructor is
qualified to teach.
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— ¥endor Contacts
[ Define Caurse/Cast
Details
> Define Budget
— Add a Persan
- Madify a Persan
- Administer Training

Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary -

PeopleSoft.

[> Training Budget ﬂ
[ Student Enraliment
[ Result Tracking
[ CostAnalysis
[ Training Repons
[» Course Reports
< Define Training
Resaurces
— Training Faciliies
— Equipment and Materials

Qualification

Instructor Profils

Instructor:  KRO028

Courses Qualified to Teach

*Course Code

[ &

Competencies Match Analysis

Matching Competencies

FE=

Matching Accar

& save | [ Natify

Instructar Profile | Qualification

ExAcld UpdateJDismayl 2 Include History: | (5 Carrect History:

Step

Action

In the Course Code field, specify a course code from the list of courses that the

instructor w

ill teach.

Enter the desired information into the *Course Code field. Example: "K005".

To list an additional course the instructor is qualified to teach, you would click the
plus (+) key. This would give you another row, where you can add an additional
Course Code.
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PeopleSoft.

[ Training Budget

[ Student Enraliment

[ Result Tracking

[ CostAnalysis

[ Training Repons

[» Course Reports

< Define Training
Resaurces
— Training Faciliies
— Equipment and Materials

endors
— ¥endor Contacts
[ Define Caurse/Cast
Details
> Define Budget
— Add a Persan
- Madify a Persan
- Administer Training
Beguests
- Workfarce Monitoring
[ Pension
- Campus Comrmunity
- Student Recruiting
[ Student Adrmissions
[ Records and Enrolimert
> Curriculum Management
(- Financial Aid
[+ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
(> SetUp SACR
> Enterprise Components
[ Waorklist
[+ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change bty Password
|- My Personalizations
= My System Profile
[ My Dictionary

Instructar Profile | Qualification

Home

£l

hiEn

New Wiindow | Help | Customize Page |

Qualification

Luis Duarte

Instructor:

KROO28

Courses Qualified to Teach

*Course Code

Koos |

Professional Presentations

Competencies Match Analysis

Matching Competencies Matching Accomplishments

ExAcld UpdateJDismayl 2 Include History: | (5 Carrect History:

& save | [ Natify

Step

Action

10.

Click the Save button.

11.

You have successfully added Luis Duarte as an instructor.
End of Procedure.

Last changed on: 5/29/2007 1:46:00 PM
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Add a Person
Add a Person (External Trainee)

Procedure

There are times when you may have trainees in your classes you want to track through PeopleSoft
who are not regular state employees, e.g., contract employees. External employees are not input
into the PeopleSoft system so you will need to add them as an external trainee before attempting
to enroll them in a course.

2 Employee-facing registry content - Microsoft Internet Explarer METES]

Fle Edt Vew Favorkes Tools Hep | >
Q= - O - %] 2] T | ) search /"% Favortes .@}‘ 3 ::,' w - il B
Address [&] hieps//devhr. omis . gov/psphrop EMPLOYEEHRMEhihab=DEFALULT | B |inks >
Think Outside the Box
PeopleSoft.

Personalize Content | Layout
Menu -]

Search:
®

ome | Wiorklizt | WukiChanned Console | Add

[> Mty Favarites

[ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration

[> Benefits

[» Compensation

[ Stock

[> Time and Lahor

> Payrall for Morth America

[ Global Payroll & Absence Mamt
> Payroll Interface

[- Workforce Development

[ Organizational Development

I Enterprise Learning

[ Wiarkforee Monitaring

I Pension i
[» Campus Community

> Student Recruiting

[> Student Admigsions

[> Records and Enroliment
[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations

[> Set Up HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

[ Application Diagnostics

[> Tree Manager hdl

& [T [ | |4 memet
distart| | @ & (O] @ | O] mbox - Marosoit ouook [ & Employee-facing regi... | ey =i |j@|@ @ z4sem

Step Action

1. Click the Enterprise Learning link.

[- Enterprize Learning]

Last changed on: 5/29/2007 1:46 PM Page 19 of 90
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Base Navigation Page - Microsoft Internet Explorer

HETES

File Edit Wiew Favorites  Tools

Help

3

Q- ) - =] 2] (h|p5earch 5.7 Favortes @‘ i - LK 3

PeopleSoft.

> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training
Resources
[» Define Course/Cost
Details
> Define Budget
> ELM Integration
— Add a Person
— Add a Person
— Modify a Person
— Modify a Person
— Administer Training
Requesis
(- Workfarce Monitoring
[ Pension
[ Carnpus Carmrmunity
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[+ Financial Aid
[ Student Financials
[ Academic Adviging
[ Contributor Relations
[> Set Up HRMS
[> SetLp SACR
> Enterprise Components
[ Warklist
[ Application Diagnostics
[ Tree Manager

@

Enterprise Learning

Address @ https/Jdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC. HOMEPAGE. FieldFormula. 15cript_AppHP?pt_fname=Co_ENTERPRISE_LEARNINGEFalderPath=p ~| [EJ Go

Eciit "Erterprise Learning Folder

Achminister phanningRudgeting, enroll students, track results, and calculate costs.

Add a Person
Create & new Person or assion & Training
Person of Interest Type to an existing person

Madify a Person
Malify biographical information sbout &
Person

Student Enrollment
Allowes enrolimert of students in courss
sessions or on @ wat list, reschedules
studerts in sessions, and creates training
letters
EIEnroll by Department Demands
ElEnroll by Employes Demands
ElEnroll by Group

7 More

I 1] Reports
Fravicies reparts containing information abolt
raining including costs, letters, qualifications,
and programs
[EIEE Session Cost Summary:
EEquisment Checkiist
ElStatistics of EEs Enroled
36 Mors

L (Bl i oo ot

= Add a Person
Create & nevw Person or assign & Training
Persan of Interest Type to an existing person

Modify a Person
Maclity biographical intormation sbout &

Person

Allll ister Training Requests
Mairtsin Training Requests.

K] I g Budget
Idertifies training demand, allows for creation
of budget plans, fresres budgets, creates
demand profiles and budget reports
[ idertify Training Demand
[CiCreate Budyet Plan
[CIFreeze Training Budget
2 More:

Result Tracking

Idertifies studsrt training details,
competencies and accomplishments, course
evaluations, and review sessions and training
summaries

ElEvaluste Course Session

Elinddiviclual Training Evaluation

ﬁ ost Analysi

Review and calculate costs (e, student,
tuition reimbursement, busgeted, unbudgeted)
velate o training
FElCalculate Studert Cost
Elcalculate Plannecifeal Costs
[ElMaintain Tuition Reimbursement

=l internal Education DEU 4 hore..,
atore
Course Reports Define Training Resources

Fravices reports containing information about
courses including sttendance, ratings,
vendors, and prerequisites
[l Attendance Status
ElCourse Catenory
=l Course Description

11 More

Define facilties, squipment, instructors and
vendars
=l Iraining Facilties
[ElEquipment and Materials
Elnstructors:
2More.

222] Nofine Dudaot. 7] E1 B ot e ation

@istart| | (@ & (0] &) | O] mbox - Microsoft Outlook || ] Base Navigation Page..

[ [ |4 mmternet

\
[P [ ElE T

Action

Click the Add a Person button.

Last changed on: 5/29/2007 1:46:00 PM
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File Edit Wiew Favorites

Tools

Help

/3 Add a Person - Microsoft Internet Explorer

HETES

| &

Q- ) - %] 2] ‘-h|f‘l—j5earch 5.7 Favortes .&)‘ R m- Ll 3

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

Add a Persan

— Modify a Person

- Madify a Persan

— Administer Training

Beguests

[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager

B

=l

Add Person

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Search for Matching Persons

EmpliD =}
Person of Interest Type j'

Add the Person

Page |

b=

| &] javascript:Select('CO_ENTERFRISE_LEARNING',"http:fidevhr, gmis.in. gowipsc/hrup1 fEMPLOYEE/HRIMS/s{WEBLIE_PT_NAY.ISCRIFT1 FieldForm

istart| | (@ @ (O] () | O] mbox - Microsoft Outlock || &1 Add a Person - Micros...

| s e

|A G2 @ zasem

Action

Click the Person of Interest Type list.

=

Select "External Trainee."

|Esternal Trainee

Click the Add the Person button.

| Add the Person I

Last changed on: 5/29/2007 1:46 PM
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/3 Add a Person - osoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |4!

Q- ) - %] 2] ¥;]|;7Search 5.7 Favortes @‘ i m - LK B

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

= Enterprise Leamning d Mew Window | Help ‘ n
> Training Budget —
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports Add a New Value
I» Course Reports

> Define Training
Resources EmpliD: NEW |
[» Define Course/Cost
Details
I Define Budget Add
> ELM Integration

Personal Data

Find an Existing Yalue | Add a MNew Value

dd a Person

— Modify a Person

- Madify a Persan

— Administer Training

Beguests

[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

| €] Done [0 T [ [ mtemet

istart| | (& & (O] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros... e R = B o] L o Rt

Step | Action

6. Click the Add button.
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File Edit Wiew Favorites  Tools

Help

2 Add a Person - Microsoft Internet Explorer

HETES

[ »

eaack - - @ @ (h|p5earch ‘il?Favnmtes @‘ D:‘g- ,;, v - 3

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

Add a Persan

— Modify a Person

- Madify a Persan

— Administer Training

Beguests

[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager

Biographical Details

Primary Name
‘Effective Date:
‘Format Type:

Display Name:

h 212152006 [
jv

Add Name

Home

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Mew Wiindow | Help | C

Page |

e —

PersonID:

Biographic Information

Biographical History

“Highest Education Level:
"Marital Status:
Language Code:

Arernate ID:

Date of Birth: [ 0 VYears 0 Months
Birth Country: ~ |USA O United States

Birth State: &

Birth Location: |

Waive Data Protection [

First 4 1 or 1 [ Last
121006 |5 =EE
[T =]
[A-Mot Indicated =l
[single ] Asor |

jv
I

I Full-Time Student

|

Done

istart| | (@ & (0] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

|4 mmternet

[P (25 @ zarem

Action

For the effective date, enter the first day this person began their working relationship
with your agency.

Last changed on: 5/29/2007 1:46 PM
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/3 Add a Person - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools

Help

eaack - - @ @ ¥;]|f"_75earch ‘i}(Favnmtes @‘ D:‘g- ,;, v - 3

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

aFerson
— Modify a Person
- Madify a Persan
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

Biographical Details

PersonID: MEW
Primary Name
‘Effective Date: 122172006 [
‘Format Type: l—;l
Display Name: Add Name

Biographic Information

Date of Birth: [ 0 VYears 0 Months

Birth Country: ~ |USA O United States

Birth State: &

Birth Location: | Waive Data Protection [~

Biographical History et B 1 0r 1 D] Lst
*Effective Date (1272172006 5

'Gender: Unknawn =

*Highest Education Level: [Actiot indieated =]

“Marital Status: [singte = asor |
Language Code: lﬁ

Arernate ID:

I Full-Time Student

Done

istart| | (@ & (0] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros... |

g e 2| (OB @ zia7

Action

8. Click the *Format Type list.

=

9. Select English in the drop down list.

|English

N |

10. Click the Add Name link.

Last changed on: 5/29/2007 1:46:00 PM
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/3 Add a Person - Microsoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |.I,'

eBack B \) - D @ J] | ;)Search .7 Favorites .E)‘ D’:‘qv .;. ] - _J i 3

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

[~ Enterprise Learning B Wew indow | Help | C Fane | B,
> Training Budget
[> Student Enroliment :
> Result Tracking Edit Name

[ CostAnalysis English Name Format
©> Training Reports

b Course Reports Prefix: I - |

I» Define Training

Resources First Name: ‘ Middle Name:

[» Define Course/Cost Last Name: ‘
Details

© Define Budget Suffix: [ =l

% Display Name:

Formal Name:

— Modify a Person
- Madify a Persan Name:

— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS I
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

| €] Done [0 T [ [ mtemet

Histart| | (@ @ (O] &) | [O)inbox- Microsoft Outlosk || £] Add a Person - Micros.. sy, |;ﬂ§|@;@ 247 PM

Ok Cancel Refrash

Step | Action

11. | Enter the desired information into the First Name field. Example: "John".

12. | Enter the desired information into the Last Name field. Example: "Student".

13. Click the OK button.
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File Edit Wiew Favortes Tools  Help

/3 Add a Person - Microsoft Internet Explorer

Q- ) - =] 2] ‘-h|f‘l—j5earch /7 Favortes .&)‘ R m- Ll 3

PeopleSoft.

= Enterprise Leamning
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training

Biographical Details

Contact Information

John Student

Primary Name

Resources ‘Effective Date: 1212112006 3

I Define Course/Cost n —
Details “Format Type: English

P Define Budgel Display Name:  John Student

> ELM Integration

Regional

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Edit Mame

— Add 8 Person

— Add a Persan

— Modify a Person

- Madify a Persan

— Administer Training
Beguests

0
Jusa &
[ &

Date of Birth:
Birth Country:
Birth State:

Years
United States

Biographic Information

0 Months

[ Workforce Monitoring
[ Pension

> Campus Community
[ Student Recruiting

Birth Location: |

Biographical History

1202172006 [

Waive Data Protection [

[ Student Admissions *Effective Date:

[ Records and Enroliment lm
[ Curriculum Management ‘Gender:

> Financial Aid ‘Highest Education Levet | Mot Indicated

[ Student Financials

1 Asadsmic Advising [Single

"Marital Status:

[> Contributor Relations Language Code: hd
[> Get Up HRMS o ’_
[ BetUp BACR Alternate ID:

I Full-Time Student

> Enterprise Components

[ Worklist
[ Application Diagnostics
- Tree Manager ~| I

|

|&] Done
istart| | (@ & (0] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

[0 [ 4 mesmet

|
s emd[TCR B 21

Step | Action

14.

Enter the desired information into the Date of Birth field. Example: "010182".

15.

Unknown =

Leave gender as "Unknown" for External Trainee.

16. Click the *Marital Status list.

ISingIe

M|

17.

Select "Unknown" for Marital Status for External Trainee.

18. | Click the *National ID Type list.

ISDciaI Security Mumhber j|

19.

|Criver's License Murmber |

Select "Driver's License Number" for External Trainee.

20.

field. Example: "2156-89-6532".

Enter the external trainee’s Driver’s License or State ID number into the National 1D

Last changed on: 5/29/2007 1:46:00 PM
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Add a Persor rosoft Internet Explorer

Taok  Help

HETES

[ »

eaack - - @ @ (h|p5earch ‘il?Favnmtes @‘ D:‘g- ,;, v - 3

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

1
Add a Persan
— Modify a Person
- Madify a Persan
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager

‘Effective Date:
‘Format Type:
Display Name:

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Home

Mew Wiindow | Help | C

PersonID:

1202172006 [#H
English hd

John Student Edit Mame

Date of Birth:
Birth Country:
Birth State:
Birth Location:

“Highest Education
"Marital Status:

Language Code:

Arernate ID:

Biographic Information

Biographical History d 1 Fiest o g M Last
217200 |5 =

Leve | A-Motindicated =
[single ] Asor |

01/01/1882 24
usa Q United States
Q

Years 11 Months

[ Waive Data Protection [~

B |«
Pae | B, 4

|

istart| | (@ & (0] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

|4 mmternet

[P (252 @ zasem

Step | Action

21.

Click the Contact Information tab.
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Fle Edt View Fovortes Took Help | &

Q- © - ] @ | Do Syroorm @[ -1 - B

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

[~ Enterprise Learning =] Mew Wiindow | Help | C Fage \D
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports

Contact Information

John Student Person ID: NEWW

Current Addresses q " <t [ 4 o5 1 ¥ Lot
> Define Training Find | * . First 1of 1 L2 Last
Resaurces Address Tvoe [AsOfDate [Status [Agdress |
I Define CourseiCost Home fdd Address Detal [=]
Details

I Define Budget e | Find
> ELM Integration

dd a Persan
— Modify a Person
- Madify a Persan
— Administer Training

First 31 1of 1 1% Last

Beguests
[ Workforce Monitoring
[ Pension
> Campus Community ok | concel | apply | |@Previoustab | Sihettab | o Refresh |
[+ Student Recruitin
> Student Adrmi IUQH Bio ical Details | Contact Information | Regional | Organizational Relationships

[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[ Student Financials

- Academic Advising

[ Contributor Relations

[> Get Up HRMS

[ BetUp BACR

> Enterprise Components
[ Worklist

[ Application Diagnostics

[> Tree Manager Ll

Done [ |4 mmternet

T
@istart| | (& & (O] () | O] imbox - Microsoft Outlock || &1 Add a Person - Micros... | Al 8l [ (01D 1 24sem

Step

Action

22.

Click the Add Address Detail link.
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/3 Add a Person - Microsoft Internet Explorer

Fle  Edit Help

eaack - - @ @ ¥;]|f"_75earch ‘i:‘(Favnmtes @‘ D:‘g- ,;, v - K 3

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Wigw  Favortes  Tools

Training Guide
Enterprise Learning Test

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

=
Address History

Address Type: Harme

Address History
'Effective Date  Country 'Status

1212142006 |5 [usa @ [& Q@

Address:

Home

Page |

b=

Mew Wiindow | Help | C

First [ 1 o1 [F]

Add Address

a Person QK | Cancell

Refresh |

— Modify a Person
- Madify a Persan
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager

=l

Done

istart| | (& & (O] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

|4 mmternet

e e e N & R

Step | Action

Click the Add Address link.

23.
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/3 Add a Person - Microsoft Internet Explorer =

Fle Edt Wiew Favortes Took Help | o

eBack - - \j @ \_;) | ‘;JSearch ‘*Favnmtes .@3‘ E’:<' :’, w - _J ey, &

Address [{€] https//devir. omis . gov/pspyhrop L EMPLOYEEHRMS o ADMINISTER_TRAINING_(GEL). TRN_ADD_PERSCN GELTPORTALPARAM_PTCNAY=HC_TRN_ADD_PERSCHaEDPr.2 7| [E] &0

PeopleSoft.

Worklist | _MultiChannel

[~ Enterprise Learning =] Mew Wiindow | Help | C Page | 5
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports Country: United States

I» Course Reports

Edit Address

Address 1: ||

[> Define Training
Resources 3

[» Define Course/Cost Address 2 |
Details Address 3 |

> Define Budget

City: [ State: Q Postal:

— Add a Person

— Add a Person County: [
— Modify a Person
— Modifs a Person ok | _canel |
— Administer Training

Beguests

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment

> Curriculum Management
[+ Financial Aid

[ Student Financials

- Academic Advising

[ Contributor Relations

[> Get Up HRMS

[ BetUp BACR

> Enterprise Components
[ Worklist

[ Application Diagnostics
[> Tree Manager Ll

| &] Done [0 T [ [ mtemet

distart| | (@ @ (O] &) | [O)inbox- Microsoft Outlosk || €] Add a Person - Micros.. sy, |_-1@|9.® 2:50PM

Step

Action

24,

25.

Enter the desired information into the City field. Example: "Indianapolis”.

26.

Enter the desired information into the State field. Example: "IN".

27.

Press the Tab key.

28.

Enter the desired information into the Postal field. Example: "46215".

29.

Enter the desired information into the County field. Example: "Marion".

30.

Click the OK button.
oK__|

Last changed on: 5/29/2007 1:46:00 PM
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3 Add a Persor osoft Internet Explorer =
Fle Edt Wiew Favortes Took Help | 74

eaack - - @ @ ¥;]|f"_75earch ‘i:‘(Favnmtes @‘ D:‘g- ,;, v - K 3

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

[ Srerorce Learing 1=l ewwindzny | Help | o paae | B

[> Student Enroliment :

> Result Tracking Address History

I CostAnalysis i

I Training Repors Address Type: Harme

I» Course Reports

> Define Training Address History Find First [ 1of 1 [
Resources N

I Define CourseiCost ‘Effective Date Country 'Status  Address: [=
Details 1212142006 (5 [usA @ [¢ @ 123 StudentBivd Add Address

I Define Budget Indianapolis, IN 46215

> ELM Integration Mlarion

Add a Person QK | Cancel | Refresh |
— Modify a Person
- Madify a Persan
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS I
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

[ [ mternet

istart| | (& & (O] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros... |

i e 2 O] ) zsiem

Step

Action

31.

Click the OK button.
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/3 Add a Person - Microsoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |.:,'

eBack - - D @ ¥;]|;7Search *Favnmtes @‘ D:‘g- ,;, v - JE B

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

[~ Enterprise Learning =] Mew Wiindow | Help | C Fage \D
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
©> Training Reports

I» Course Reports
I» Define Training

Resources
[» Define Course/Cost 123 Student Blvd
Details Indianapolis, IN 4621% D

> Define Budget Marion Detail

[+ ELM Integration

= on

— Add a Persan

— Modify a Person

- Madify a Persan

— Administer Training
Beguests

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

» Gtudent Adrissions ok | cancal | apply | @Previoustan | Simettab | b Renesh |

[ Records and Enroliment

> Curriculum Management

[+ Financial Aid

[ Student Financials

- Academic Advising

[ Contributor Relations

[> Get Up HRMS I

[ BetUp BACR

> Enterprise Components

Biographical Cetails | Contact Information | Regional | Crganizational Relationships

[ Worklist

[ Application Diagnostics

[> Tree Manager Ll

javascript:submitAction_winO{document wind, EMAIL_ADDRESSES$srt1$0; [0 T [ [ mtemet

@istart| | (@ @ (O] () | Ol imbox - Microsoft Outlock || £ Add a Person - Micros... | Ao e |_-1@|Qyﬂ 251FM

Step

Action

32.

Choose a Phone Type in the drop down list.

I [

33.

Enter the desired information into the Telephone field. Example: "3178653265".

34.

Press the Tab key.

35.

Click the Preferred option.

36.

Choose an Email Type from the drop down list.

| |

37.

Enter the desired information into the *Email Address field. Example:
"jstudent@myhome.com".

38.

Click the Preferred option.
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3 Add a Persor osoft Internet Explorer

Fle Edt View Fovortes Took Help | &

Q- © - ] @ | Do Syroorm @[ -1 - B

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

[~ Enterprise Learning =] Mew Wiindow | Help | C Fage \D
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports

Contact Information

Person ID: MNEWY

Current Addresses

[> Define Trainin:
Resources e |Address Type |As OfDate  |Status |Address
[» Define Course/Cost 123 Student Blvd
Details A Indianapaolig, IN 46215
> Define Budget Marion
> ELM Integration

Edilview Address
Detail

Fi 10f 1 L2 Last

reamss ||

Add a Person
~ Modify 2 Person Celldlar =] [s17mes3zes
- Madify a Persan
— Administer Training

Beguests
[ Workforce Monitoring Lk
> Pension Business - |Js1unam@myhnma com ird El

> Campus Community
[ Student Recruiting

» Gtudent Adrissions ok | cancal | apply | @Previoustan | Simettab | b Renesh |
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[ Student Financials

- Academic Advising

[ Contributor Relations

[> Get Up HRMS

[ BetUp BACR

> Enterprise Components
[ Worklist

[ Application Diagnostics

[> Tree Manager Ll

Done [ |4 mmternet

T
@istart| | (& & (O] () | O] imbox - Microsoft Outlock || &1 Add a Person - Micros... | Ay 8l [ (01D 1 25zem

Biographical Cetails | Contact Information | Regional | Crganizational Relationships

Step | Action

39. | Click the Organizational Relationships tab.
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/3 Add a Person - osoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |.:,'

Q- ) - =] 2] ¥;]|;7Search 5.7 Favortes @‘ i m - LK B

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

[~ Enterprise Learning =] Mew Wiindow | Help | C Fage \D

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Repors John Student Person ID: MNEWY

I> Course Reports Choose Org Relationship to Add

I» Define Training
Resources

> Define CourseiCost
Details [¥ Person of Interest  External Trainee

> Define Budget

[> ELM Integration Checklist Code: I

= | Goto Person Checklist

dd a Person
~ Modify a Person
Modify a Person 0K Gancel | Apply | (&) Previous tab Nexltahl } Refresh

- Madify a Persan
- Administer Training Bio ical Details | Contact Infarmation | Recional | Organizational Relatianships
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

| €] Done [0 T [ [ mtemet

istart| | (@ & (O] () | O] mbox - Microsoft Outlock || £ Add a Person - Micros... iy i) S (O] ) zszem

Step

Action

40.

Click the Add the Relationship button.
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/3 Add a Person - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help

HETES

| &

eBack - - D @ ‘-h|f‘l—j5earch *Favnmtes .&)‘ B' ,;, w - K B3

PeopleSoft.

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

— Modify a Person
- Madify a Persan
— Administer Training

Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising

[ Contributor Relations

[> Get Up HRMS

[ BetUp BACR

> Enterprise Components
[ Worklist

[ Application Diagnostics
- Tree Manager

=l

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

Mew Wiindow | Help | C Fa

-
e | /B

Search Results

WARNING: Potential duplicates were found - this person may already exist in the database.
Refer ta the list below for possible matches to the person you are adding.
After vou click the return button atthe bottom of the page, you'll be asked whether you want to
continue adding this new person, or cancel this operation.

¥ Match Criteria

¥ Search Results Summary

FRI

1 CaWIDl 10000014334 Studler 303428112

Return

&l

istart| | (@ & (O] () | O] mbox - Microsoft Outlock || &1 Add a Person - Micros...

|4 mmternet

|y & ATD. @ zszem

Action

Click the Return button.
This screen will display all values matched by first name, last name, and National ID
number. This search is utilized to determine if the person being added already has a
record in the PeopleSoft system. If there is a match for the person being added, click
"Carry ID" to utilize the PeopleSoft ID number already assigned to this person. If no
match exists, click on Return. If no match exists when you click on Return a
PeopleSoft Empl ID# will be assigned automatically by the system.
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/3 Add a Person - osoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |4'

Q- ) - %] 2] ¥;]|f"_)5sa.arch 5.7 Favortes @‘ i m - LJE B

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

Home

= Enterprise Leamning d -
I Training Budget Mew Window | Help | &
1> Student Enroliment I e |
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training

Warning -- Do you wantto continue? (1000,1351)

The previous page indicated thatthe person you are adding may already existin the system. Do youwantto continue adding this person?

B Ssﬁﬁ:résirsetwst Click OK ta continue adding this persan, or

Details Click CAMCEL to guit withaut saving this new person
I Define Budget .
[> ELM Integration OK Cancel

dd a Person

— Modify a Person

- Madify a Persan

— Administer Training

Beguests

[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

| €] Done [0 T [ [ mtemet
istart| | (@ & (O] () | O] imbox - Microsoft Outlock || £ Add a Person - Micros... 0@ @ zssem

Step

Action

42.

Click the OK button.
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2 Add a Person - Microsoft Internet Explorer

HETES

| &

eBack - - D @ ¥;]|;7Search ‘f)\?Favnmtes @‘ D:‘g- ,;, w - K B

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

= Enterprise Leamning d
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training
Resources
[» Define Course/Cost
Details
> Define Budget
> ELM Integration

— A rson

Add Person of Interest

Mew Wiindow | Help | C

Fag Saved

John Student Person ID:

Person of Interest Type: Exernal Trainee

Security Data

GetEnabled Security Tvpes

fr2iz172008 5

“Effective Date:

10000240663

Firat [4] 1 or 1 [ Last

=
First (11 ot 1 [V Last

— Add a Persan
— Modify a Person
- Madify a Persan
— Administer Training

=r [ =&

B2l

Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

Person of Interest History Finc

[ [emectvebste [stats  [pamedn [Woreinformaton | | |

1 122112008 ’—#\ Click colurn heading to sort ascending =
_

P Ok | Canne\l Apply |

| &] javascriptisubmitAction_winO(document wind, PER_POI_TRANS$st1$0; [T [ (e meernet

istart| | (@ & (0] &) | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

By, (252 @ zszem

Step

Action

43.

Under Securiti Access Type, choose Business Unit.

44,

Enter the Business Unit into the Value 1 field. Example: "00070".

45,

Press the Tab key.

46.

Click the Add a new row at row 1 (Alt+7) button.

47.

In the newly added row under Security Access Type, choose Location.

48.

Press the Tab key.

49.

Click the Look up Value 2 (Alt+5) button.
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Add a Person osoft Internet Explorer

File Edit Wiew Favortes Tools  Help

Q- ) - =] 2] ‘-h|f‘l—j5earch 57 Favortes .&)‘ Rm- Ll 3

Address IE http:HdEvhr‘grms‘\rv.guvfusp/hrup1,/'EMPLOVEEJ’HRMSJ’(MDMINISTER_TRAINING_(GBL).TRN_ADD_PERSON‘GEL?PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSON&EOPP.Ej

PeopleSoft.

= Enterprise Leamning
> Training Budget
[> Student Enroliment
> Result Tracking
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training

Look Up Value 2

Search by: [Location Code _x] begins with

B Ssﬁﬁ:ggirsewust ﬂl Cancel | dvanced Lookun
Details
[> Define Budget Search Results
[ ELM Integration Qnly the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results.
Add a Person
— Modify a Person
— Modify 2 Person ATC Excise Roanoke Dist 2 STIND
— Administer Training ATC Seymour STIND
Redquests 0000000003 ATC Excise Seymour Dist4  STIND
| RS LT 0000000004 ATC Excise Vineennes Dist2  STIND
b Campus Community 0000000005  ATC Excise Michigan City STIND
> Student Recruiting 0000000006 ATC Indianapolis STIND
[> Student Admissions 0000000007 ATC Central Office STIND
I Records and Enroliment 0000000008 ATC Excise Indpls Dist 6 STIND
gg”’"“!“f:_;"a”agemem 0000000008 ATC Loogootee STIND
et 0000000010 ATC Lafayetie STIND
[ Academic Advising 0000000011 ATC Excise Lafayette Dist2 STIND
> Contributor Relations 0000000012 AGO Recruiting Ft'Wayne STIND
> Set Up HRMS T |000DDO00ME  AGO Armory Fi Wayne STIND
P Dees . 0000000014 AGO Al Guard Baer Field  STIND
P 0000000015 AGQ Armary Columbus STIND
> Application Diagrostics 0000000018 AGO Armory Boswell STIND
- Tree Manager Ll 0000000017 AGOD Armory Hartford City STIND

Hew Window | Help | B,

|

| &] javascript: submitAction_win0{document.wind, #1CAdvSearch’); [0 T [ [ mtemet

istart| | (@ @ (O] &) | O] mbox - Microsoft Outlock || &1 Add a Person - Micros...

s om g TCR B 2mem

Step

Action

50.

Choose Description from the drop down list.

Location Code = |
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/3 Add a Person - Microsoft Internet Explorer =

Fle Edt Wiew Favortes Took Help |.,7,'

Q- ) - %] 2] ‘-h|f‘l—j5earch 5.7 Favortes .&)‘ R am- Ll 3

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

PeopleSoft.

= Enterprise Leamning d
> Training Budget
[> Student Enroliment
I Result Tracking Look Up Value 2
I CostAnalysis
I Training Reports
I» Course Reports
I» Define Training

Resources
Look U Cancel
1> Define CourseiCost —pl —I Advanced Looku

Details
> Define Budget

Hew Window | Help | B,

Search by: [Descrintion =] negins with|

— Modify a Person
- Madify a Persan
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager Ll

| €] Done [0 T [ [ mtemet

Histart| | (@ @ (O] &) | [O)inbox - Microsoft Outlosk || £] Add a Person - Micros.. sy o, |;ﬂ§|@;@ 2:55 PV

Step

Action

51.

Enter the desired information into the begins with field. Example: "state".

52.

Click the Look Up button.

53.

Choose State Personnel Department from the Search Results list.

|State Personnel Departrent |
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2 Add a Person - osoft Internet Explorer =

| &

Q- © - o] @ | D Lyroorm @[ -1 - JE B

PeopleSoft.

= Enterprise Learning d
> Training Budget

Address @ https/fdevhr gmis.in.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONEQOPP.Z ] (£ Go

Home

Mew Wiindow | Help | C Faie \p

[> Student Enroliment

1> Result Tracking Add Person of Interest
I CostAnalysis

I Training Reports Johin Student
I» Course Reports

— Administer Training

10000240663

00070 Q.
00070 @, Location Code  [i000000S71 Q =

1> Define Training Person of Interest Type: External Trainee
Resources
[» Define Course/Cost
Details
b Define Budget *Effective Date: 12/21/2008
> ELM Integration
Add a Person "Security Access En
= Modify 2 Person Type
~ ModivaPorsan BUSINESS UNIT x| 7 Buginess Unit

Requests LOCATION = F Business Unit

[ Workforce Monitoring

[ Student Financials

- Academic Advising
[ Contributor Relations
[> Get Up HRMS

[ BetUp BACR

[ Pension

> Campus Community

[> Student Recruiting Person of Interest History

[ Student Admissions ffective Date  |*Status Planned Exit
[ Records and Enroliment

[+ Curriculum Management 1 [12i21/2008

[+ Financial Aid

ok | cancal | appy |

> Enterprise Components
[ Worklist

[ Application Diagnostics
[> Tree Manager Ll

10f 1 L2 Last

istart| | (& & (0] &) | O] mbox - Microsoft Outlock || £ Add a Person - Micros...

[ |4 mmternet

o
@i o g [ SG0 @ zssem

Step | Action

54, Click the OK button.
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File  Edit  Wiew
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3 Add a Persor osoft Internet Explorer

Tools

Help

Q- ) - =] 2] ¥;]|;7Search 5.7 Favortes @‘ i m - LK B

Address @ https/fdevhr s, n.gov/pspihrupd [EMPLOYEE/HRMS/c/ADMINISTER,_TRAINING_(GEL). TRN_ADD_PERSON GEL7PORTALPARAM_PTCNAV=HC_TRN_ADD_PERSONSEQPP.Z ] [E] Go

= Enterprise Leamning

> Training Budget

[> Student Enroliment

> Result Tracking

I CostAnalysis

I Training Reports

I» Course Reports

I» Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

> ELM Integration

Add a Persan

— Modify a Person

- Madify a Persan

— Administer Training

Beguests

[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
[> Get Up HRMS
[ BetUp BACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager

PeopleSoft.

Home

Mew Wiindow | Help | C

=l

John Student Person ID: 10000240668

Additte Belaticrstin

Choose Org Relationship to Add

[¥ Person of Interest  External Trainee

Checklist Code: | =l Golo Person Checklist

OK. Cancel | Apply | (& Previous tab Nexltahl 4 Retrash

Bio ical Details | Contact Information | Regional | Organizational Relationships

Page |

b=

Done

istart| | (& & (O] () | O] mbox - Microsoft Outlock || &1 Add a Person - Micros... |

|4 mmternet

e e 2 O] ) zissem

Step

Action

55.

Click the OK button.

56.

End of Procedure.
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Enrolling Students Individually

Once you have set up your course sessions, you are ready to start enrolling students and adding
students to course and session waiting lists. There are several methods of enrolling students, so
you can select the best option for your facility. For example, you may set up sessions in advance
and publish a training schedule that students review and submit enrollment requests.
Alternatively, you may prefer to set up waiting lists and create course sessions when there are
enough students on the lists to fill the session.

You use the Course Session Enroliment page to enroll students individually in a session. Before
enrolling students, you set up the session by using the Course Session table.

You can use the Course Session Enrollment page to enroll multiple students in the same
session. You may enroll students or adjust the existing enrollment status codes for students
already enrolled. For instance, if a student requests to withdraw their enrollment in the class, you
would change the status from enrolled to dropped.

NOTE: You may only view and change enrollments for course sessions that have not been
marked Complete.

In this example, two employees want to enroll in the Presentation Skills course session 0001.
Your goal is to enroll these students individually in this session and verify their enroliments.
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[~ DPdeEdd & o6

PeopleSoft.

Personalize Content | Layout
Menu -]

Search:
®

[ Wiy Favarites

[ Self Service

> Manager Self Service

> Recruiting

[ Wigrkforce Administration
[> Benefits

> Compensation

[ Stock

[ Tirme and Labor

[ Payroll for Morth America
[» Global Payroll & Absence Mamt
> Payroll Interface

[ Workforce Development
> Organizational Development
> Enterprige Learning

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[» Student Admissions

[+ Records and Enroliment
> Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[> Worklist

> Application Diagnostics
> Tree Manager

[> Repating Tools

[> PeopleTools

> Packaging

- Careers

- Chande Wy Password

— by Personalizations

— by Swstern Profile

— Wiy Dictionary

Step | Action

1. Begin by navigating to the Course Session Enrollment page.

Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Student Enrollment link.

Click the Enroll Individually link.

Last changed on: 5/29/2007 1:46:00 PM

Page 44 of 90




ORACLE Training Guide
S Tt Enterprise Learning Test

|- 2 0LdaEdd BHad

PeopleSoft.

= Student Enroliment = Mew window | Help | /&
- Enroll by Deparment v Window | Help | nh
Dermands

Enroll Individually
Demands Enter any information you have and click Search. Leave fislds blank for a list of all values

— Enrall by Employee

Find an Existing Value
Wait List
_ Course Session Auta Course Code: [beging with =] Q
Enrollment Course Session Nbr: [begins with (7] |
— Reschedule Betwaen
Sessions Description: begins W\lhjl
-~ Enrollin Course Course Start Date:  |= 2 By
— Quick Enrallment B N J | B
— Create Training Letters Training Facilit:  [begins with [z | Q
[ Result Tracking Session Language: |begins with |~ Q,
[ CostAnalysis B I Jl
[> Training Reports ™ case Sensitive
[ Course Reports
[> Define Training
S h Cl El
- earc | ear | Basic Search Save Search Criteria
[» Define Course/Cost
Details

[ Define Budget
— Add a Person
— Modify a Person
— Administer Training
Requests
- Workforce Monitoring
- Pensian
> Carmpus Cormrmunity
- Student Recruiting
- Student Admissions
(- Records and Enroliment
[ Curticulum Management
[ Financial Aid
[ Student Financials
- Academic Advising —
[ Cantributor Relations
[ SetUp HRMS
[ SetUp SACR
[ Enterprise Companents
[ Workist
- Application Diagnostics -

Step | Action

4. Enter the desired information into the Course Code field. Example: "BSK001".

5. Click in the Course Session Nbr field.

Enter the desired information into the Course Session Nbr field. Example: "0001".

Click the Search button.

8. Use the Course Session Enrollment page to enroll students.

CAUTION: As you select each student for enrollment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.
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PeopleSoft.

— Enrallin Course
— Quick Enrallment
— Create Training Letters

EmpliD: . Empl Red Nbr:
*Enroliment/Attendance: j'

o
> Result Tracking
[ CostAnalysis

Status Date: |07/07/2005

Find | View &1

— Administer Training

[> Training Reports

[» Course Reports Training Reason: | ﬂ I~ Prerequisites Met

[» Define Trainin
Resources : Letter Code: aQ Date Letter Printed: Grade:

P oot
Details

I Define Budget Business Unit: Q

— Add a Person

— Modify a Person Department: Q.

i
. warkfores Manitaring Demand from Budget Training
- Pensian Search Criteria:
> Carmpus Cormrmunity -
> Student Recruiting I Population [T catalog Detand ID:
- Student Adrissions » Wl France

(- Records and Enroliment

= Student Enroliment = Mew Wiiindo | Help | Sustorize Page | B
— Enrall by Depadrment
Dermands 7
— Enrall bv Ernloves Course Session Enrollment
Dermands
— Enrall by Group Course: BSKO01  Presentation Skills Session# 0001 Active
Course Start Date: 02M7/2003 Start Time: 8:004M
Wit List - "
— Course Session Auto Facility: ESnd Language:
Enrollment Min Students: 3 Max Students: 12 Prerequisite Checking
— Reschedule Between
Sessions # Enrolled: 0 # Waiting: 0 Transfer-Course Session Setun

First [4] 1 of 1 [ Last

FH[=]

[ Curticulum Management
[ Financial Aid

[ Student Financials

- Academic Advising

[ Cantributor Relations

[ SetUp HRMS

[ SetUp SACR

[ Enterprise Companents
(- Worklist

- Application Diagnostics -

& save | ELReturnto Search | Notity |

Step

Action

Enter the desired information into the EmplID field. Example: "KR0040".

10.

Enrollment/Attendance field.
Click the *Enrollment/Attendance list.

Specify the student enrollment status, such as Enrolled or Sessn Wait in the

11.

Select Enrolled.

12.

for this field.

The Status Date field uses the current system date by default. Accept the default date

13.

Specify the reason for training in the Training Reason field.
Click the Training Reason list.

l |

14.

Click an entry in the list.

Always select Skill Enhancement.
[SKill Enhancement |
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15. | Leave the Prerequisites Met option turned off. After you have finished all
enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

Prerequisites, if used, would need to be set up when the Course is entered into the
system.

16. | You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses.

If so, PeopleSoft populates the Prerequisites Met check box for each student who
meets the criteria. If a student is lacking the necessary courses, a process for notifying
students of discrepancies may be developed. Also, any enrolled status existing for
students who do not meet the prerequisites may be manually changed.

17. | Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.
IMPORTANT!! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

18. | We will now add another student.

Click the Add Row button.

19. | Enter the desired information into the EmplID field. Example: "KR0041".

20. | Click the *Enrollment/Attendance list.

21. | Click an entry in the list.

Select Enrolled.
[Enralies |

22. | Click the Training Reason list.
| =l

23. | Click an entry in the list.

Select Skill Enhancement.
[Skill Enhancement |

24. | You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.

25. | Your enrollment(s) are completed.

Click the Save button.
EEa
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26. | You have successfully enrolled individual students into a course session.
End of Procedure.
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Creating a Wait List

Wait lists are used to organize the enrollment process and ensure fair enrollment. In addition, you
use wait lists to monitor course demand and create sessions when enrollment demand is high.
Alternatively, they are used to collect requests for existing course sessions, and enable automatic
enrollment of students in the session.

With the use of wait lists and automatic session enrollment, it is necessary to understand the way
PeopleSoft processes information. The order in which students are enrolled from wait lists into
sessions is determined by the PeopleSoft processing logic.

When using course auto-enrollment, the session for which students are being enrolled must be
specified. Once the session is selected, PeopleSoft enrolls students in the following order of
preference or hierarchy:

* Session Waitlist Status: Students with session wait list for the particular session selected are
given priority over any student with a general course wait list status.

» Waitlist Date: Students with session wait list status are then sorted for enrollment based on
their wait list date, the date they were entered onto the wait list. Generally, the student with the
oldest date is given first priority. If multiple students share the same date, priority is based on ID.
* ID: Among students who share the same session wait list date, employees always get first
opportunity for training sessions. If all of those employees have been enrolled, then non-
employees with that same session wait list date are enrolled.

« If all students with session wait list status for this session have been enrolled, then students with
general course wait list status are enrolled under the same wait list date and ID guidelines listed
above for session wait list status.

« If a session has fewer seats available than students of equal standing, PeopleSoft does not
perform any enrollment automatically. In that case, manual enrollment must be used, and some
other form of selection must be imposed. Alternatively, the session could be modified to allow a
larger enrollment.

In this exercise, two people requested enrollment in the Professional Presentations course session
KO005. Your goal is to add them to a wait list for the Professional Presentations course session.
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Procedure

[~ DPdeEdd & o6

PeopleSoft.

Personalize Content | Layout
Menu -]

Search:
®

[ Wiy Favarites

[ Self Service

> Manager Self Service

> Recruiting

[ Wigrkforce Administration
[> Benefits

> Compensation

[ Stock

[ Tirme and Labor

[ Payroll for Morth America
[» Global Payroll & Absence Mamt
> Payroll Interface

[ Workforce Development
> Organizational Development
> Enterprige Learning

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[» Student Admissions

[+ Records and Enroliment
> Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[> Worklist

> Application Diagnostics
> Tree Manager

[> Repating Tools

[> PeopleTools

> Packaging

- Careers

- Chande Wy Password

— by Personalizations

— by Swstern Profile

— Wiy Dictionary

Step | Action

1. Begin by navigating to the Course Wait List page.

Click the Enterprise Learning link.

[l Enterprize Leaming |

Click the Student Enrollment link.

Click the Create/Update Course Wait List link.
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PeopleSoft.

= Student Enraliment
— Enrall by Deparrment

Dermands

— Enrall by Employee
Dermands

— Enrall by Group

Course Session Auto
Enroliment

— Reschedule Between
Sessiong

— Enrall in Course

— Quick Enrallment

— Create Training Letters

I Result Tracking
[ CostAnalysis
[> Training Reports
[ Course Reporis
[> Define Training
Resources
[ Define CourseiCost
Details
[> Define Budget
— Add a Person
— Modify a Person
— Administer Training
Reguests
[ Workforce Monitoring
[ Pension
> Carnpus Cormriunity
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
> Curriculurm Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
[ Cantributar Relations

[ SetUp HRMS

[ SetUp SACR

- Enterprise Companents
[ Worklist

[ Application D

=

Create/Update Course Wait List
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Mevwindow | Help | /&

Course Code: |hegms with j H

Description: hegins with j\
InternalExternal: |= =l
Course Type: = LI I

™ Case Sensitive

Search Clear | Basic Search Save Search Criferia

[E1|E1

Step

Action

Enter the desired information into the Course Code field. Example: "K005".

Click the Search button.

Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.
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PeopleSoft.

= Student Enraliment =]
— Enrall by Deparrment

Dermands e
— Enrall bv Ernloves Course Wait List
Dermands

— Enrall by Grou Course: K05 Professional Presentations
— Enrall Individually
C T c # Waiting: 0

— Course Session Auto
Enroliment
— Reschedule Between
Sessiong
— Enrall in Course
— Quick Enrallment
— Create Training Letters
I Result Tracking
[ CostAnalysis
[> Training Reports
[ Course Reporis
[> Define Training
Resources
[ Define CourseiCost
Details
[> Define Budget
— Add a Person
— Modif a Person B save | | SRetunto search | ] natty |
— Administer Training
Reguests
[ Workforce Monitoring
[ Pension
> Carnpus Cormriunity
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
> Curriculurm Managerment
[ Financial Aid
[ Student Financials
- Academic Advising —
[ Cantributar Relations

Step | Action

7. Enter the desired information into the EmplID field. Example: "KU0097".

8. Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list. Use both of these
statuses in the processing logic when enrolling students from a wait list to a session.
Click the *Attendance list.

9. Click an entry in the list.

10. | The system populates a letter code from the Standard Letter table according to the
student's wait list status. The system also populates the wait list date based on the
current date. The PeopleSoft application uses this date to enroll students from the
oldest date to the most recent date. You can override this date if the student requested
for enrollment in the course on a different date.

For this example, accept the default wait list date in the Waitlst Dt field.
11. | Click in the Session # field.
12. | If you assign a session wait list status to a student, specify the session number from

the list of Active sessions in the Session # field.
Enter the desired information into the Session # field. Example: "0072".
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13. | Click the Add Row button.
14. | Enter the desired information into the EmplID field. Example: "KU0098".
15. | Click the *Attendance list.
16. | Click an entry in the list.
17. | Click in the Session # field.
18. | Enter the desired information into the Session # field. Example: "0072".
19. | Click the Save button.
EE3
20. | You have successfully created a wait list.
End of Procedure.
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Creating a Course Session Roster

Once you have enrolled the students in a Course Session, you may print out the Course Session

Roster for that session, which can be used for a Sign-In Sheet.

NOTE: Once the Session Status has been changed to Completed, you will no longer be able to

print the Course Session Roster for that session.

In this example, we will print the Course Session Roster for the Time Management course

session 0001.

Procedure

[~ DPdeEdd & o6

PeopleSoft.

Personalize Content | Layout
Menu -]

Search:
®

[ Wiy Favarites

[ Self Service

> Manager Self Service

> Recruiting

[ Wigrkforce Administration
[> Benefits

> Compensation

[ Stock

[ Tirme and Labor

[ Payroll for Morth America
[» Global Payroll & Absence Mamt
> Payroll Interface

[ Workforce Development
> Organizational Development
> Enterprige Learning

[ Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[» Student Admissions

[+ Records and Enroliment
> Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[> Worklist

> Application Diagnostics
> Tree Manager

[> Repating Tools

[> PeopleTools

> Packaging

- Careers

- Chande Wy Password

— by Personalizations

— by Swstern Profile

— Wiy Dictionary

Step Action

1. Begin by navigating to the Course Session Roster page.

Click the Enterprise Learning link.

It Enterprise Learning |

Click the Course Reports link.

Click the Course Session Roster link.
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PeopleSoft.

- Course Reports
— Mtendance Status
— Course Cateqary
— Course Description
— Course Eguipment
- Course Rating
- Course Rating

Templates

ourses
— Course ¥endors

— Course Wailing List
— Prerequisile Courses
— Licenses and

=

Course Sessioh Roster
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Run Control ID:[begins with =] |

I~ case Sensitive

Search | Clear | Basic Search [E Save Search Criteria

Cerfifications
— Target Course
Cerfifications
— Target Gualifications
[» Define Training
Resources
[» Define Courge/Cost
Details
[> Define Budget
— Add 3 Person
— Modify 3 Person
— Administer Training
Reguests
[ Workforce Monitoring
[ Pension
> Campus Community
[+ Student Recruiting
- Student Admissions
[ Records and Enroliment
> Curriculum Management
- Financial Aid
[ Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
- SetUp BACR
- Enterprise Components
[ Worklist
[ Application Diagnostics
- Tree Manager
- Reporting Toals

Find an Existing Yalue | Add 3 New Yalue

Step

Action

We are going to Add a New Value.

You will need to Find an Existing or Add a New Value for Run Control ID.
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PeopleSoft.

= Course Repors =

- Aftendance Status

- Course Cateqony

- Course Description

- Course Equinment

— Course Rating

— Course Rating

Templates

— Courses

— Course ¥endors

— Course Waiting List
— Prerequisite Courses

Cerfifications
— Target Course
Cerfifications
— Tarcet Qualifications
[> Define Training
Resources
[» Define Course/Cost
Details
[ Define Budget
— Add a Person
— Modify a Person
— Administer Training
Reguests
[ Workforce Monitoring
- Pensian
- Carmpus Cormrmunity
> Student Recruiting
- Student Admissions
- Recards and Enroliment
> Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
[ Cantributor Relations
[ SetUp HRMS
[ SetUp SACR
(- Enterprise Companents
- Worklist
[ Application Diagnostics
- Tree Manager

- Reporting Tools -

Course Session Roster

Add a New Value

e window | Help | /&

Run Control ID:|

Add

- Licenses and Eind an Existing Yalue | Add 3 New Value

Step

Action

Enter the desired information into the Run Control ID field. Example: "CSRO1".

Add

Click the Add button.

Use the Course Session Roster page to define report parameters such as the course
name, session number, and session start date.
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PeopleSoft.

= Course Reports B New Window | Help | Custornize Pane | B,
— Mtendance Status

Ty e
— Course Descripfion Course Session Roster
- Course Equinment

= Course Rating Run Control ID:  CERO1 ReportManager  Process Monitor faiin |
— Course Rating

Templates

— Course ¥endors

— Course Waiting List ,7

— Prerequisite Courses Course: &

— Licenses and AND
Cerfifications

- Target Course Session #: e}
Cerfifications

— Tarcet Qualifications OR

" gi’;ﬁl’:;”'”g cowsestartates | |9

[» Define Course/Cost
Details

[ Define Budget

— Add a Person

— Modify a Person

— Administer Training

Reguests
[ Workfarce Monitoring & Save Noify [Ee i | | FUpdateDisplay
- Pensian
- Carmpus Cormrmunity
> Student Recruiting
- Student Admissions
- Recards and Enroliment

> Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

[ Cantributor Relations

[ SetUp HRMS

[ SetUp SACR

(- Enterprise Companents
- Worklist

[ Application Diagnostics

- Tree Manager

- Reporting Tools -

Step | Action

8. Enter your Course number.

Example: "K001".

9. Click in the Session # field.

[ ]

10. | Inthe Session # field, specify the course session number for which you want to run
the report. Alternatively, specify the beginning date of the course in the Course Start
Date field.

Example: Session # "0001".

11. Click the Run button.

Run

12. | Use the Process Scheduler Request page to specify the parameters that are used
when running the report.
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PeopleSoft.

= Course Repors =
- Aftendance Status
- Course Cateqony
- Course Description
- Course Equinment
— Course Rating

Process Scheduler Reguest

User ID: Ps

Run Control ID: CSRO1

Home

Wew Wiindow | Help | Customize Pay Savad

— Course Rating
Templates Server Name:

o Recurrence: d
— Course ¥endors
— Course Waiting List
— Prerequisite Courses
— Licenses and
Cerfifications Icd
— Target Course
Cerfifications
— Tarcet Qualifications
[> Define Training
Resources
[» Define Course/Cost
Details OK. Cancel
[ Define Budget 4 4
— Add a Person
— Modify a Person
— Administer Training
Reguests
[ Workforce Monitoring
- Pensian
- Carmpus Cormrmunity
> Student Recruiting
- Student Admissions
- Recards and Enroliment
> Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
[ Cantributor Relations
[ SetUp HRMS
[ SetUp SACR
(- Enterprise Companents
- Worklist
[ Application Diagnostics
- Tree Manager
- Reporting Tools -

[ &

Time Zone:

Process

Course Session Roster

_j' Run Date:

Process Hame Process Type

TRMOOZ-

07/0%/2005 £}
Run Time: 3:59:50PM Resetto Current DatelTime

Crystal

wieh ~| |FDF

Step

Action

13.

Select Web from the Type list.

14.

Select format PDF.

15.

this session.

Click the OK button.

By clicking OK, you will submit the process to create the Course Session Roster for
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PeopleSoft.

= Course Reports B New Window | Help | Custornize Pane | B,
— Mtendance Status

Ty e
— Course Descripfion Course Session Roster
- Course Equinment

Run

— Course Rating Run Control ID:  CSRO1 ReportManager  Process Monitor
— Course Rating
Termplates

Process Instance:412

[Report Request Parameters:
— Course ¥endors

— Course Waiting List ,7
— Prerequisite Courses Course: <001 2 Time Management

— Licenses and AND

Cerfifications
— Target Course Sassion 0001 @
Cerfifications

— Tarcet Qualifications OR

[> Define Training
Resources

[» Define Course/Cost
Details

[ Define Budget

— Add a Person

— Modify a Person

— Administer Training

Reguests
[ Workfarce Monitoring & Save Noify [Ee i | | FUpdateDisplay
- Pensian
- Carmpus Cormrmunity
> Student Recruiting
- Student Admissions
- Recards and Enroliment

> Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

[ Cantributor Relations

[ SetUp HRMS

[ SetUp SACR

(- Enterprise Companents
- Worklist

[ Application Diagnostics
- Tree Manager

- Reporting Tools -

Step

Action

16.

Notice a process instance number is displayed. This number is used to identify the
process.

Use the Process Monitor link to retrieve the run status for the Course Session
Roster.

Click the Process Monitor link.

17.

Use the Process List page to check the status of the process and verify that it is
successfully completed

18.

Notice that the Run Status for the requested job should be Success and the
Distribution Status should be Posted.

You may need to click the Refresh button multiple times to achieve this result.
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;,'[f' Click the Details link in the Details column. NOTE: The last
document you sent to process will appear at the top, if there are several
entries listed on the page.

On the subsequent pages:
Click the View Log/Trace link.
Click the PDF document in the File List.

When the Course Session Roster appears on the screen, you can send it
to the printer.

Step Action

19. | You have successfully created a course session roster.
End of Procedure.
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Closing a Session

Closing a Course Session

You can set up training sessions for the courses that are designated for internal administration.
You specify the session duration, capacity, location, time, instructors, and cost on the Course
Session Profile page. You can enter, update, or view session status, date, time, and capacity of a
course session on this page.

In this topic, the PeopleTools 1 course session 0002 is complete. You need to close this session in
PeopleSoft Human Resources.

Procedure

/3 Employee-facing registry content - Microsoft Internet Explorer 10| x|
Fle Edit ‘View Favortes Tooks  Help | "

Dok - () - |ﬂ @ -_b|/:35&arch *Favuntes e}‘ 3 ; W - JE 3
Address |:éj hitp: fhird. grvis. state, in, Us/psp(hrUpO/EMPLOYEE [HRMS 2t sb=DEFALLT | Go | Links >
PeopleSoft.

Personalize Content | Lavout
Menu =

Search:

\ ®
> My Favarites

[ Self Service

[ Manager Self Service

[ Recruiting

[ Warkforce Administration
[ Benefits

> Compensation

[ Stock

[ Time and Labor

> Payroll for Morth America
[> Global Payroll & Absence Mgmt
> Payroll Interface

> Workfarce Development
> Organizational Development
- Enterprise Learning

- Workfarce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[» Records and Enrollment
[ Curriculum Management
[ Financial Aid

[ Student Financials

> Acadernic Advising

[ Contributor Relations

[ Set Up HRMS

[» et Up SACR

[- Enterprise Companents

[ Warklist

[ Application Diagnostics

| Thoe wananar o]
€l O O T 4

@start| | @ @ O] @ | [5]nbox - Microsoft Outiock | &) Peoplesift 8 session exp... | [&] Employee-facing reg.. C1® @ 1nozam

Step Action

1. Begin by navigating to the Course Session Profile page.
Click the Enterprise Learning link.

[ Enterprise Learning]
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File Edit View Favorites Tools

Help

ternet Explorer

Qe - @ - [x] B Lb|p5&arch /¢ Favorites @‘ (SN N [ §

m
[ Training Budget
[ Student Enroliment
I» Result Tracking
[» Cost Analysis
[ Training Reports
> Course Repaorts
> Define Training
Resources

[- Define Course/Cost
Details

> Define Budget

— Add a Persan

— Modify a Person

— Adrninister Training
Requests

[ Waorkforce Monitoring

[> Pension

> Campus Community

[ Student Recruiting

[» Student Admissions

[+ Records and Enroliment

> Curriculum Management

[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations

[ Set Up HRMS

[> Set Up SACR

> Enterprise Components

[ Warklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTools

[> Packaging

=l

Enterprise Learning

Administer planningbuciyeting, enroll students, rack results, and calculate costs

&

&

Add a Person

Creste & new Person or assign & Training
Person of Interest Type to an existing
person

Administer Training Requests
Wintain Training Requests.

Cost Analysi

Review and calculste costs (i.e., student,

uition reimbursement, burdgeter,

unbudgeted) related to training

= Calculate Studert Cost

= Calculate Planned/Real Costs

=] Maintain Tuition Reimburssment
2More..

Define Training Resources

Define faciliies, ecuipmert, instructors and
wendors

=] Training Facilties

= Equipment and Materials

~

7

Modify a Person
Maify biographical information about &
Person

Student Enrollment
Allows enroliment of students in course
sessions or on & wait list, reschedules
studerts in sessions, and creates training
lefters
= Enroll by Department Demands
= Envoll by Emploves Demands
= Envoll by Groug

7 Mare.

Tr Reports
Provides reports containing information about
Iraining including costs, letters, qualifications,
and programs
=] EE Session Cost Summary
= Enuipment Checkist
= Statistics of FEs Enralled
16 More...

Define Course/Cost Det:

Define categories, catalogs, courses,
sessions, sessions, costs and standard
letters

= Cateory/Subcateqory.

address [{&] http:ifhrd, ois.state in.us{psp/PrUpD/EMPLOYEE [HRMS S WEBLIB_PTPP_5C,HOMERAGE. FisldFormula ISeript_AppHP?pt_frisme=Co_ENTERPRISE_LEARNINGEFolderPatt 7] [ 5o

PeopleSoft.

_;

&

e

e

It Budaet
Idertifies training demand, allows for
crestion of budget plans, freezes hudgets,
crestes demand profies and bucget repots
[ dentify Training Demand
[ Create Budset Plan
[ Freeze Training Budget

2More:

Result Tracking
Identifies studert training details,
competencies and accomplishments, course
evalugtions, and review sessions and
Irsining summaries
[ Evaluste Course Session
=] Indliviciual Training Evalustion
= Internal Education DEL

7 More.

Course Reports
Provides reports containing information about
courses including sttendance, ratings,
vendors, and prerequisites
=l attendance Status
=l Course Catenory
[l Course Description
1 More...

Define Budget

Define base currency, cost unt, training
costs and budget periods

=l Baze Currency

= Cost Unit

€] javascript:Select{("CO_ENTERPRISE_LEARNING", "http:/fhrd. gmis.state. in.usfpsc/hrupO/EMPLOYEE /HRMS/s/WEELIE_PT_NAY.ISCRIPTL FieldF

[0 T[4 meemet v

@start| | @ @ (0] @ | [5]nbox - Microsoft Outiock | &) Peoplesicft & session exp... | [&] Base Navigation Page...

D [ 1102am

Action

Click the Define Course/Cost Details button.

Click the Course Sessions button.
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PeopleSoft.

= Enterprise Learning ﬂ
— Training Faciliies
— Eduipment and

e window | Help | /&

Materials Course Sessions
= Instructors Enter any informatian you have and click Search. Leave fields blank for a list of all values
= Vendars

— ¥endar Contacts Find an Existing Value
— CategoryiBubrateqony
— Catalog Costs

— Courses Course Code: |b9gm5 with ﬂ“ Q

— Course Costs 5 n
e — Course Session Nbr: | begins with =
— Course Session g Jl
Description: begins W\lhjl
. Course Start Date:  |= = |
n5ts)

— Catalog Otganization Course End Date:  |= =
— Program Information Session Status: — — —
— Tuition Expense Twpe I J I J
— Non-Caourse Training I case Sensitive
— Stens DEU
— Flans DEU
_ 2483 Indicators FRA Search | Glear | Basic Search (B Save Search Criteria

— 2483 Parameters FRA
— Base Currency
— Cost Unit
— Trainees Salary Costs
—Joh Code Salary Costs)
— Budget Period
— Deparment Budget
— Deparment View
> Waorkforce Manitoring
[ Pensian
> Budgets
[» HRMS Portal Pack
[ Bystern Administration
[ SetUp SACR
(- Enterprise Companents
[ Worklist
- Application Diagnostics
- Tree Manager
- Reporting Toals
- PeopleTools
[ Packaging
|- Careers
|- Change hiy Password >

Find an Existing Yalue | Add a MNew Yalue

Step | Action

4. Enter the desired information into the Course Code field. Example: "K018".

5. Click in the Course Session Nbr field.
| I

Enter the desired information into the Course Session Nbr field. Example: "0002".

Click the Search button.

8. Use the Course Session Profile page to enter, update, or view session status, dates,
times, and student capacity.
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PeopleSoft.

Home

= Enterprise Learning ﬂ
— Training Faciliies
— Eduipment and

Materials
— Instructors
— Yendors

e Window | Help | Customize Page | 15,

Course Session Profile

Course: K018 PagpleTools 1 Course Status: Active

— Mendor Contacts
— CategoryiSubcategony Session Number: 0002 School:
— Catalog Costs
— Courges

— Course Costs

— Course Gession

*Session Status: [ Session Administration

StartEnd Dates: 06/19/2000 [ [0B/23/2000 [H [ Rescheduled

— Catalog Organization StartEnd Times: 3:00AM 6:00FM
— Progratn Infarmation
— Tuition Expense Tuge Duration: 50 Duration Unit: Day hd
— Nan-Course Training
— Stens DEU Min Students/Session: | 5 Max Students/Session: | 15
— Flans DEU
— 2483 Indicators FRA -
- 2403 Parameters FRA Session Language:
— Base Currency .
— CostUnit Vendor ID: Q
— Trainees Salary Costs
—Joh Code Salary Costs)
— Budget Pering [ save | | S\Returnto Search | [=] Netify | Erddd | | ElUpdateDisplay
— Deparment Budget
— Depariment Yiew Course Session Profile | Location, Instructor | Eguiprment | Expense
> Waorkforce Manitoring
[ Pensian
> Budgets
[» HRMS Portal Pack
[ Bystern Administration
[ SetUp SACR
(- Enterprise Companents
[ Worklist
- Application Diagnostics
- Tree Manager
- Reporting Toals
- PeopleTools
[ Packaging =
|- Careers
|- Change hiy Password >

Step | Action

9. Use the Session Status field to specify the course status, such as Active, Canceled, or
Complete.
Click the *Session Status list.

10. | Click an entry in the list.
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PeopleSoft.

= Enterprise Learning
— Training Faciliies
— Eduipment and
Materials
— Instructors
— Yendors

= Vendor Contatts

— CategoryiBubrateqony

— Catalog Costs

— Courses

— Course Costs

— Course Session
Planner

— Catalog Organization
— Progratn Infarmation
— Tuition Expense Twpe
— Nan-Course Training
— Stens DEU
— Flans DEU
— 2483 Indicators FRA
— 2483 Parameters FRA
— Base Currency
— Cost Unit
— Trainees Salary Costs
—Joh Code Salary Costs)
— Budget Period
— Deparment Budget
— Deparment View
> Waorkforce Manitoring
[ Pensian
> Budgets
[» HRMS Portal Pack
[ Bystern Administration
[ SetUp SACR
(- Enterprise Companents
[ Worklist
- Application Diagnostics
- Tree Manager
- Reporting Toals
- PeopleTools
[ Packaging
|- Careers

— Course Session

[- Change by Password

Course Session Profile

Course: K018

PeopleTools 1

Session Number: oonz Schook:

Home

e Window | Help | Customize Pate | &

Course Status: Active

hiEn

*Session Status:

StartEnd Dates: [osrarzoo0 B [Des23s2000 [
StartEnd Times: 3:00AM 6:00PM

Duration: W Duration Unit:

Min StudentsiSession: ’75 Max Students/Session:

Session Language:

[ &

Wendor ID:

& save | SuReturnto Search | [=] Notify |

Course Session Profile | Location, Instructor | Equinment | Expense

[ Session Administration

™ Rescheduled

Eracd | | ElUpdateDisplay

Step

Action

11.

Click the Save button.

12.

You have successfully closed a course session.
End of Procedure.
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Evaluate a Course Session

Procedure

Use the Evaluate Course Session page to record student feedback on course sessions so that you
know what areas need improvement. You can track course ratings for areas such as training
facilities, instructors, course content, materials, and presentation. You can also review session
statistics, including the number of responses per rating, average ratings, and the overall average
for the session. Ratings can be entered only after you've marked the session **Completed™.

Q- O HNRA® P
PeopleSoft.

Personalize Content | Layout

Search:

(©)]

> My Faworites
[ Self Service
> Manager Self Service
> Recruiting
[ Wiorkforee Administration
[ Benhefits
[» Compensation
[> Stock
[> Time and Lakor
[ Payroll for Morth America
> Global Payroll & Absence Mamt
[ Payroll Interface
[ Workforce Cevelopment
[» Organizational Development
> Enterprise Learning
[ Workforce Monitoring
[ Pension
> Campus Community
[ Student Recruiting
[» Student Admissions
[+ Records and Enroliment
> Curriculum Management
[ Financial Aid
[ Student Financials
> Academic Advising
[> Contributar Relations
[ Set Up HRMS
[ BetUp SACR
> Enterprise Components
[ Wiorklist
[ Application Diagnostics
I Tree Manager
> Reporting Tools
- PeopleTools
> Packaging
— ESUnit
- Careers
- Chanoe My Password
— by Personalizations
— hily Svstern Profile
At it

B aH

Step Action

1. Click the Enterprise Learning link.

[- Enterprize Learning]

2. Click the Result Tracking link.

[ Result Tracking

3. Click the Evaluate Course Session link.
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/J Evaluate Course Session - Microsoft Internet Explorer

File Edit View Favorites Tools

Help

=10 x|

| =

Qe - @ - [x] B \._b|f'f355arch /¢ Favorites e}‘ R-w- 3

PeopleSoft.

<= Result Tracking |
I Update
CompetenciesiAccomps
= B

n
- Individual Training
Evaluation
- Internal Education DEU
- Mixed Committee MEX
— Bevlew Training
Surmany

— Bevlew Session
Surnran

— ERA Training Validation
1GFY

— ERA Training Walidation

— DIF Pavroll iImport FRA
> Cost Analysis
> Training Reports
> Course Reports
> Define Training
Resources
[» Define CoursefCost
Details
(> Define Budget —
— Add a Persan
— Modify a Persan
— Administer Training
Reguests
- Wiarkforee Monitaring
[> Pension
[» Campus Community
> Student Recruiting
[> Student Admigsions
I Racnrds and Frrnlimant =l

Evaluate Course Session
Enter any infarmation you have and click Search. Leave flields blank far a list of all values

Find an Existing Value

address [{&] http:ifhrd, ois.state in.us{psp/PrpD/EMPLOYEE [HR S/ [ADMINISTER_TRAINING (GEL). COLRSE_EWALUIATNS, 5BL?FolderPath=PORTAL_ROCT_OBIECTCo_ENTERFRI ] [ 50

Mew Window |

Course Code:

|begmswithj‘ Q
Course Session Nbr: | begins with j ‘

Description: |hegmswnhj‘
Training Facility:  [beins with =] | Q,
Session Language: |hegmswithj‘ Q

[” case Sensitive

Search | Clear | Basic Search B Save Search Criteria

&

A

@start| | @ @ (O] @ |5 nbox - Mcrosoft outiock [ Evaluate Course Sessi...

o@D z:s2rm

Step

Action

Enter the desired information into the Course Code field. Example: "K001".

Enter the desired information into the Course Session Nbr field. Example: "0004".

Click the Search (Alt+1) button.
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JRETET
Fle Edit ‘View Favortes Tooks  Help | "

Dok - () - |ﬂ @ \._\ | ['TJ Search *Favuntes @3‘ ﬁ;{- ; w - JE 3

address [{&] httpsifhrd, ois.state in.us{psphrpD/EMPLOYEE [HR S/ ADMINISTER_TRAINING (GEL). COLRSE_EWALUIATNS, 5BL?FolderPath=PORTAL_ROCT_OBIECT Co_ENTERFRI ] [ 50

PeopleSoft.

<= Result Tracking |
I Update

Competencissiiccomps Course Session Evaluations

urse

bew Window | Customize Pace | 5 =

ndividual Trainin Course: Koot Tirme Management Session # 0004
Evaluation o
— Internal Education DEU Start Date: 021082000 Facility: Cdn HQ Language:  English
- Mixed Committee MEX
— Beview Training Session Average Rating
Surmany

First 4 1 of 1 D Last

— Bevlew Session
Surnran

— ERA Training Validation
1GFY

— ERA Training Walidation

Campbell,Barry Robert Kcoots

Fing | View a1 First [ 1 of 1 [M] Last
— DIF Pavroll iImport FRA
[ Cost Analysis Average Rating  Total Count
[ Training Reparts
[ Course Reparts
[ Define Training
Resaurces i Find | Yiew Al First (4] 1 or 1 [M] Lact

B %imfscuursefcoﬁl “Rating Rating Points “Total Count

[ Define Budget — =l ] [ [=]

— Add a Persan

— Modify a Persan

— Administer Training
Requests

- Wiarkforee Monitaring

[> Pension

[» Campus Community

> Student Recruiting

[> Student Admigsions 4|L|
I> Rarcnris and Fnmlimant MKl | »
&] bane [T [ [ |4 mtemet v

@start| | @ @ (O] @ |[O]nbox - Mcrosoft outiock [ Evaluate Course Sessi... C@D. as3Pm

Step

Action

In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.
Important: Always remember to click the Plus Sign (+) before entering the ratings for

your next area.
Click the *Rating Area list.

Click an entry in the list.
[Content l

Click the *Rating list.

10.

In the Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.
Click an entry in the list.
|Excellent |

11.

In the Total Count Field, enter the number of students who selected the rating. The
system computes the Rating Points assigned to each rating.
Enter the desired information into the *Total Count field. Example: "5".

12.

Click the Add a new row at row 1 (Alt+7) button.
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13. | Click the *Rating list.
14. | Click an entry in the list.
|Fair |
15. | Enter the desired information into the *Total Count field. Example: "2".
16. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.
Important: Don't forget to click the Plus Sign (+) before entering the next Rating
Area.
Click the Add a new row at row 1 (Alt+7) button.
17. | Click the *Rating Area list.
18. | Click an entry in the list.
[Facility |
19. | Click the *Rating list.
20. | Click an entry in the list.
[Exzellent |
21. | Enter the desired information into the *Total Count field. Example: "4".
22. | Click the Add a new row at row 1 (Alt+7) button.
23. | Click the *Rating list.
24. | Click an entry in the list.
[[Good |
25. | Enter the desired information into the *Total Count field. Example: "2".
26. | Click the Add a new row at row 1 (Alt+7) button.
217. Cﬂlick the *Rating list.
28. | Click an entry in the list.
|Fair |
29. | Enter the desired information into the *Total Count field. Example: "1".
30. | Click the Add a new row at row 1 (Alt+7) button.

Last changed on: 5/29/2007 1:46 PM Page 69 of 90




Training Guide
Enterprise Learning Test

ORACLE’

User Productivity Kit

Step | Action
31. | Click the *Rating Area list.
32. | Click an entry in the list.
[Instructors |
33. | Click the *Rating list.
34. | Click an entry in the list.
|Excellent |
35. | Enter the desired information into the *Total Count field. Example: "7".
36. | Click the Add a new row at row 1 (Alt+7) button.
37. | Click the *Rating Area list.
38. | Click an entry in the list.
HMaterials |
39. | Click the *Rating list.
40. | Click an entry in the list.
[cood |
41. | Enter the desired information into the *Total Count field. Example: "6".
42. | Click the Add a new row at row 1 (Alt+7) button.
43. | Click the *Rating list.
|
44. | Click an entry in the list.
T
45. | Enter the desired information into the *Total Count field. Example: "1".
46. | Click the Add a new row at row 1 (Alt+7) button.
47. | Click the *Rating Area list.
48. | Click an entry in the list.
[Presentation |
49. | Click the *Rating list.
50. | Click an entry in the list.
Excellent |
51. | Enter the desired information into the *Total Count field. Example: "5".
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52. | Click the Add a new row at row 1 (Alt+7) button.

53. | Click the *Rating list.

54. | Click an entry in the list.

IGDDd |

55. | Enter the desired information into the *Total Count field. Example: "1".

56. | Click the Add a new row at row 1 (Alt+7) button.

57. | Click the *Rating list.
58. | Click an entry in the list.
[Fair |

59. | Enter the desired information into the *Total Count field. Example: "1".

60. Click the scrollbar.

61. | Once you have entered all the ratings save your information. After you click the save
button the system will calculate the overall session rating average.
Click the Save (Alt+1) button.

62. Click the scrollbar.

63. | Notice the Session Average Rating field has updated. You can also view individual
Rating Areas by using the Arrow or View All keys located in the Ratings Area.

64. End of Procedure.
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Reviewing Training Records

Viewing Student Training Summary

Use the Review Training Summary page to view the entire training history for an employee.

This information may also be saved to a spreadsheet.

In this example, Martina Griffith's manager wants to know whether she has passed the
Performance Management course, which can be done through the Review Training Summary.

Procedure

PeopleSoft.

Personalize Content | Lawaut

Menu
Search:

®
[+ Mty Favarites
[ Self Service
> Manager Self Service
> Recruiting
[+ Workforce Administration
[» Bengfits
[» Compensation
[» Stock
[> Time and Labor
[ Payroll for Morth America
> Global Payrall & Absence Marmt
> Payroll Interface
> Workforce Development
> Organizational Development
> Enterprise Learning
[ Wiorkforce Manitoring
[> Pension
[> Campus Community
[ Student Recruiting
[> Student Admissions
[» Records and Enrallment
[ Curriculum Management
[> Financial Ald
I Student Financials
I Acadernic Atvising
[> Contributor Relations
[> SetUp HRMS
[ SetUp SACR
> Enterprise Components
[ Worklist
[ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
— Careers
— Change My Password
— My Personalizations
— My System Profile
|— by Dictionary

-2 0B QT3 B S8 - _

Step Action

1. Begin by navigating to the Student Training Summary page.

Click the Enterprise Learning link.

[ Enterprize Learning |

Click the Result Tracking link.

Click the Review Training Summary link.
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PeopleSoft.

Hiome

= Result Tracking = plewtindow | Help | B
> Update
CompetenciesiAccomps
— Evaluate Caurse

Review Training Summary

es5ion Enter any information you have and click Search. Leave fields blank for a list of all values
- Training
Evaluati Find an Existing Value
= Internal Education DEU
e MEX
EmpliD: hegins with 7] |
Name: begins withj‘
Last Name: begins with j ‘
b CostAnalysis Second Name: begins with 7|
> Training Reports
[ Course Reports Alternate Character Name:l hegins with j ‘
[ Define Training ™ Case Sensitive
Resourtes
[ Define Course/Cost
Details Search | Clear | Basic Search Save Search Criteria

[» Define Budget
— Add a Persan
— Modify 3 Person
— Administer Training
Beguests
[ Workforce Monitoring
[ Pension
> Campus Community
[+ Student Recruiting
- Student Admissions
[ Records and Enroliment
> Curriculum Management
- Financial Aid
(- Student Financials
- Academic Advising
[ Contributor Relations
- SetUp HRMS
- SetUp BACR
> Enterprise Components
[ Wiarklist
- Application Diagnostics
[ Tree Manager
[ Reporting Tools
- PeopleTools
- Packaging -

Step Action

4. Enter the desired information into the EmplID field. Example: "KC0001".

5. Click the Search button.

6. Use the Student Training Summary page to view the summary of a student's training
history.
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PeopleSoft.

= Result Tracking
I Update
CompetenciesiAccomps
— Evaluate Course
Session

= Individual Training

Evaluation
= Internal Education DEU
— Mixed Commitiee MEX

=

Student Training Summany

e Window | Help | Customize Page | 15,

Martina Grifiiths

Training Summary

Person ID: Kcoont

Customize | Find | View ;

| T Session # Start Date

Conducting Performance Reviews
Peformance Management

nop2
oot

0G/23/2000
05/03/1938

Frst [ 12 crz (] Last

End Date
06/23¢2000
05/03¢1398

[ CostAnalysis
> Training Reports
[ Courge Reports
[> Define Training
Resources
[» Define Course/Cost
Details
[ Define Budget
— Add a Person
— Modify a Person
— Administer Training
Reguests
[ Workforce Monitoring
[ Pension
> Campus Community
- Student Recruiting
- Student Admissions
- Recards and Enroliment
> Curriculum Managerment
- Financial Aid
[ Student Financials
[ Academic Advising
[ Cantributor Relations
[ SetUp HRMS
[ SetUp SACR
(- Enterprise Companents
[ Worklist
- Application Diagnostics
[ Tree Manager
[ Repotting Tools
- PeopleTools
- Packaging -

SLReturnto Search | | [Z] Notity

Action

7. Click the Status tab.

[ Status

8. View a student's training history to determine whether the student has completed or

passed a course.

indicating Passed.

Notice that Martina has completed the Performance Management course with grade P,

9. In summary, you view an employee's training summary information to identify the

courses that the employee has taken.
End of Procedure.
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Appendix

Appendix A - Adding a Course Session

Begin by navigating to the Course Session Profile page.
Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Define Course/Cost Details link.

Click the Course Sessions link.

Click the Add a New Value tab.

gL

Enter the desired information into the Course Code field. Enter a valid value e.g.
"BSKO001".

If you do not know the course code, click on the magnifying glass to lookup the
course codes.

Click the Add button.
IMPORTANT: Leave the Course Session Number Blank.

The system will assign a sequential number when you save the record.

Use the Course Session Profile page to enter, update, or view a session status, date,
time, and capacity.

Specify the session status, such as Active, Canceled, or Complete in the Session
Status field.

To create a new session, accept the default status of Active for the Session Status
field.

Enter the desired information into the Start Date field. Enter a valid value e.g.
"02/17/2003".

10.

Press [Tab].

11.

Enter the desired information into the End Date field. Enter a valid value e.g.
"02/17/2004".

(Note: The fact that the class start/end dates are not the same year appears to be a typo
in the tutorial.)

12.

Press [Tab].

13.

Enter the desired information into the Start Time field. Enter a valid value e.g.
"0800".

14.

Press [Tab].
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15. | Enter the desired information into the End Time field. Enter a valid value e.g. "1700".

16. Click the Location, Instructor tab.

17. | Use the Location, Instructor page to enter, update, or view information regarding the
course session at the training facility.

18. | Specify a training facility code for this session in the Facility field.
Enter the desired information into the Facility field. Enter a valid value e.g. "BZ001".

19. Click the Save button.

20. | Notice that the session number has changed from 0000 to 0001. This indicates that a
session has been added to the Presentation Skills course. It was automatically assigned
a number. In this case 0001.

21. | You have successfully added a session for the Presentation Skills course.
End of Procedure.

Appendix B - Adding an Instructor

1. Begin by navigating to the Instructor Profile page.
Click the Enterprise Learning link.

[ Enterprise Learning |

2. Click the Instructors link under Define Training Resources.
3. Either Find an Existing Value (Person is already designated as an instructor in

PeopleSoft), or Add a New Value (Designate a new person as an instructor.)

We will designate a new instructor. Click the Add a New Value tab.

4. Enter the desired information into the Instructor ID field. Enter a valid value e.g.
"KR0028".

5. Click the Add button.

Click the Qualification tab.

7. Use the Qualification page to add, update, or display the courses that the instructor is
qualified to teach.

8. In the Course Code field, specify a course code from the list of courses that the
instructor will teach.

Enter the desired information into the *Course Code field. Enter a valid value e.g.
"KO005".

9. To list an additional course the instructor is qualified to teach, you would click the
plus (+) key. This

would give you another row, where

you can add an additional Course Code.
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10. | Click the Save button.
EE3
11. | You have successfully added Luis Duarte as an instructor.

End of Procedure.

Appendix C - Add a Person (External Trainee)

1. Click the Enterprise Learning link.
[- Enterprize Learning]
Click the Add a Person button.
Click the Person of Interest Type list.
I =
4, Select "External Trainee."
IE}dernaITrainee |
5. Click the Add the Person button.
| Add the Person I
6. Click the Add button.
Add
7. For the effective date, enter the first day this person began their working relationship
with your agency.
8. Click the *Format Type list.
| =
9. Select English in the drop down list.
|Enalish -]
10. | Click the Add Name link.
11. | Enter the desired information into the First Name field. Enter a valid value e.g.
"John".
12. | Enter the desired information into the Last Name field. Enter a valid value e.g.
"Student".
13. | Click the OK button.
14. | Enter the desired information into the Date of Birth field. Enter a valid value e.g.
"010182".
15. | Leave gender as "Unknown" for External Trainee.
16. | Click the *Marital Status list.

ISingIe j|
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17. Select "Unknown" for Marital Status for External Trainee.

18. | Click the *National ID Type list.
ISociaI Security Mumber j|

19. Select "Driver's License Number" for External Trainee.

|Crivers License Nurmber |

20. | Enter the desired information into the National ID field. Enter a valid value e.g.
"2156-89-6532".

21. Click the Contact Information tab.
[Contact Information|

22. Click the Add Address Detail link.

23. Click the Add Address link.

24. | Enter the desired information into the Address 1 field. Enter a valid value e.g. "123
Student Blvd".

25. | Enter the desired information into the City field. Enter a valid value e.g.
"Indianapolis".

26. | Enter the desired information into the State field. Enter a valid value e.g. "IN".

27. | Press [Tab].

28. | Enter the desired information into the Postal field. Enter a valid value e.g. "46215".

29. | Enter the desired information into the County field. Enter a valid value e.g.
"Marion".

30. Click the OK button.
oK_|

31. Click the OK button.

32. | Choose a Phone Type in the drop down list.
I [ |

33. | Enter the desired information into the Telephone field. Enter a valid value e.g.
"3178653265".

34. | Press [Tab].

35. | Click the Preferred option.

36. | Choose an Email Type from the drop down list.
I =

37. | Enter the desired information into the *Email Address field. Enter a valid value e.g.
"jstudent@myhome.com"”.

38. | Click the Preferred option.
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39. | Click the Organizational Relationships tab.
I I

40. | Click the Add the Relationship button.
L Addihe Relationship

41. | Click the Return button.
This screen will display all values matched by first name, last name, and National 1D
number. This search is utilized to determine if the person being added already has a
record in the PeopleSoft system. If there is a match for the person being added, click
"Carry ID" to utilize the PeopleSoft ID number already assigned to this person. If no
match exists, click on Return. If no match exists. when you click on Return a
PeopleSoft Empl ID# will be assigned automatically by the system.

42. | Click the OK button.

43. | Under Security Access Type, choose Business Unit.

44. | Enter the Business Unit into the Value 1 field. Enter a valid value e.g. "00070".

45. | Press [Tab].

46. | Click the Add a new row at row 1 (Alt+7) button.

47. | In the newly added row under Security Access Type, choose Location.

48. | Press [Tab].

49. | Click the Look up Value 2 (Alt+5) button.

50. | Choose Description from the drop down list.
|Location Code v |

51. | Enter the desired information into the begins with field. Enter a valid value e.g.
"state".

52. | Click the Look Up button.

53. | Choose State Personnel Department from the Search Results list.
|State Personnel Departrent |

54. | Click the OK button.

55. | Click the OK button.

56. | End of Procedure.
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Appendix D - Enrolling Students Individually

1. Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Student Enrollment link.

Click the Enroll Individually link.

Enter the desired information into the Course Code field. Enter a valid value e.g.
"BSKO001".

5. Click in the Course Session Nbr field.
| |

6. Enter the desired information into the Course Session Nbr field. Enter a valid value
e.g. "0001",

7. Click the Search button.

8. Use the Course Session Enrollment page to enroll students.

CAUTION: As you select each student for enroliment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.

9. Enter the desired information into the EmplID field. Enter a valid value e.g.
"KR0040".

10. | Specify the student enrollment status, such as Enrolled or Sessn Wait in the
Enrollment/Attendance field.
Click the *Enrollment/Attendance list.

11. Select Enrolled.

12. | The Status Date field uses the current system date by default. Accept the default date
for this field.

13. | Specify the reason for training in the Training Reason field.
Click the Training Reason list.

l =l

14. | Click an entry in the list.

Always select Skill Enhancement.
[SKill Enhancemant |

15. | Leave the Prerequisites Met option turned off. After you have finished all
enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

Prerequisites, if used, would need to be set up when the Course is entered into the
system.
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16. | You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses.

If so, PeopleSoft populates the Prerequisites Met check box for each student who
meets the criteria. If a student is lacking the necessary courses, a process for notifying
students of discrepancies may be developed. Also, any enrolled status existing for
students who do not meet the prerequisites may be manually changed.

17. Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.
IMPORTANT! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

18. | We will now add another student.

Click the Add Row button.

19. | Enter the desired information into the EmplID field. Enter a valid value e.g.
"KR0041".

20. | Click the *Enrollment/Attendance list.

21. | Click an entry in the list.

Select Enrolled.
[Enralies |

22. | Click the Training Reason list.
| =l

23. | Click an entry in the list.

Select Skill Enhancement.
[Skill Enhancement |

24. | You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.

25. | Your enrollment(s) are completed.

Click the Save button.
(@5 ]
26. | You have successfully enrolled individual students into a course session.

End of Procedure.
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Appendix E - Creating a Wait List

1. Begin by navigating to the Course Wait List page.
Click the Enterprise Learning link.

[l Enterprize Leaming |

Click the Student Enrollment link.

Click the Create/Update Course Wait List link.

Enter the desired information into the Course Code field. Enter a valid value e.g.
"K005",

5. Click the Search button.

6. Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.

7. Enter the desired information into the EmplID field. Enter a valid value e.g.
"KU0097".

8. Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list. Use both of these
statuses in the processing logic when enrolling students from a wait list to a session.
Click the *Attendance list.

9. Click an entry in the list.

10. | The system populates a letter code from the Standard Letter table according to the
student's wait list status. The system also populates the wait list date based on the
current date. The PeopleSoft application uses this date to enroll students from the
oldest date to the most recent date. You can override this date if the student requested
for enrollment in the course on a different date.

For this example, accept the default wait list date in the Waitlst Dt field.

11. Click in the Session # field.

[ ]

12. | If you assign a session wait list status to a student, specify the session number from
the list of Active sessions in the Session # field.
Enter the desired information into the Session # field. Enter a valid value e.g. "0072".

13. Click the Add Row button.

14. | Enter the desired information into the EmplID field. Enter a valid value e.g.
"KU0098".

15. Click the *Attendance list.

16. | Click an entry in the list.
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17. Click in the Session # field.

[ ]

18. | Enter the desired information into the Session # field. Enter a valid value e.g. "0072".

19. Click the Save button.

EEn

20. | You have successfully created a wait list.
End of Procedure.

Appendix F - Creating a Course Session Roster

1. Begin by navigating to the Course Session Roster page.
Click the Enterprise Learning link.

It Enterprise Learning |

Click the Course Reports link.

Click the Course Session Roster link.

You will need to Find an Existing or Add a New Value for Run Control ID.

We are going to Add a New Value.

5. Enter the desired information into the Run Control ID field. Enter a valid value e.g.
"CSRO01".
6. Click the Add button.
Add
7. Use the Course Session Roster page to define report parameters such as the course

name, session number, and session start date.

8. Enter your Course number.

Enter a valid value e.g. "K001".

9. Click in the Session # field.

[ ]

10. | Inthe Session # field, specify the course session number for which you want to run
the report. Alternatively, specify the beginning date of the course in the Course Start
Date field.

Enter Session # a valid value e.g. "0001".

11. Click the Run button.

Run

12. | Use the Process Scheduler Request page to specify the parameters that are used
when running the report.

13. | Select Web from the Type list.
-Web h
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14. Select format PDF.
POF =

15. | By clicking OK, you will submit the process to create the Course Session Roster for
this session.

Click the OK button.

16. | Notice a process instance number is displayed. This number is used to identify the
process.

Use the Process Monitor link to retrieve the run status for the Course Session
Roster.

Click the Process Monitor link.

17. | Use the Process List page to check the status of the process and verify that it is
successfully completed

18. | Notice that the Run Status for the requested job should be Success and the
Distribution Status should be Posted.

You may need to click the Refresh button multiple times to achieve this result.

19. | You have successfully created a course session roster.
End of Procedure.

Appendix G - Closing a Course Session

1. Begin by navigating to the Course Session Profile page.
Click the Enterprise Learning link.

|[> Enterprizse Leaming|

Click the Define Course/Cost Details button.

Click the Course Sessions button.

E—- Course Sessions
Ideritifies course se

4. Enter the desired information into the Course Code field. Enter a valid value e.g.
"K018".

5. Click in the Course Session Nbr field.
| |

6. Enter the desired information into the Course Session Nbr field. Enter a valid value
e.g. "0002".

7. Click the Search button.
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8. Use the Course Session Profile page to enter, update, or view session status, dates,
times, and student capacity.
9. Use the Session Status field to specify the course status, such as Active, Canceled, or
Complete.
Click the *Session Status list.
Active -
10. | Click an entry in the list.
11. Click the Save button.
12. | You have successfully closed a course session.
End of Procedure.

Appendix H - Evaluate a Course Session

Click the Enterprise Learning link.

[ Enterprize Learning]|

Click the Result Tracking link.
[» Result Tracking

Click the Evaluate Course Session link.

Enter the desired information into the Course Code field. Enter a valid value e.g.
"KO001",

Enter the desired information into the Course Session Nbr field. Enter a valid value
e.g. "0004",

Click the Search (Alt+1) button.

In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.
Important: Always remember to click the Plus Sign (+) before entering the ratings for

your next area.
Click the *Rating Area list.

Click an entry in the list.
[Content |

Click the *Rating list.

Page 86

Date Created: 5/25/2007




ORACLE Job Aid

User Productivity Kit

10. | Inthe Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.
Click an entry in the list.
|Excellent |

11. In the Total Count Field, enter the number of students who selected the rating. The

system computes the Rating Points assigned to each rating.
Enter the desired information into the *Total Count field. Enter a valid value e.g. "5".

12. | Click the Add a new row at row 1 (Alt+7) button.

13. | Click the *Rating list.

B

14. | Click an entry in the list.
|Faw |

15. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "2".

16. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.

Important: Don't forget to click the Plus Sign (+) before entering the next Rating
Area.

Click the Add a new row at row 1 (Alt+7) button.

17. | Click the *Rating Area list.

18. | Click an entry in the list.
[Facility |

19. | Click the *Rating list.

20. | Click an entry in the list.

[Exzellent |

21. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "4".

22. | Click the Add a new row at row 1 (Alt+7) button.

23. | Click the *Rating list.

24. | Click an entry in the list.
[Good |

25. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "2".

26. | Click the Add a new row at row 1 (Alt+7) button.

27. | Click the *Rating list.
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28. | Click an entry in the list.
|Fair |

29. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "1".

30. | Click the Add a new row at row 1 (Alt+7) button.

31. | Click the *Rating Area list.

32. | Click an entry in the list.

[instructors |

33. | Click the *Rating list.

34. | Click an entry in the list.

|Excellent |

35. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "7".

36. | Click the Add a new row at row 1 (Alt+7) button.

37. | Click the *Rating Area list.

38. | Click an entry in the list.
HMaterials |

39. | Click the *Rating list.

40. | Click an entry in the list.
||Gund |

41. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "6".

42. | Click the Add a new row at row 1 (Alt+7) button.

43. | Click the *Rating list.
=

44. | Click an entry in the list.
A

45. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "1".

46. | Click the Add a new row at row 1 (Alt+7) button.

47. | Click the *Rating Area list.

48. | Click an entry in the list.

|Presentation |

49. | Click the *Rating list.

=
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50. | Click an entry in the list.

iExcellent

51. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "5".

52. | Click the Add a new row at row 1 (Alt+7) button.

53. | Click the *Rating list.

54. | Click an entry in the list.

IGDDd |

55. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "1".

56. | Click the Add a new row at row 1 (Alt+7) button.

57. | Click the *Rating list.
58. | Click an entry in the list.
[Fair |

59. | Enter the desired information into the *Total Count field. Enter a valid value e.g. "1".

60. Click the scrollbar.

61. | Once you have entered all the ratings save your information. After you click the save
button the system will calculate the overall session rating average.
Click the Save (Alt+1) button.

62. Click the scrollbar.

63. | Notice the Session Average Rating field has updated. You can also view individual
Rating Areas by using the Arrow or View All keys located in the Ratings Area.

64. End of Procedure.

Appendix I - Viewing Student Training Summary

1. Begin by navigating to the Student Training Summary page.
Click the Enterprise Learning link.

[ Enterprize Learning |

Click the Result Tracking link.

Click the Review Training Summary link.

Enter the desired information into the EmplID field. Enter a valid value e.g.
"KC0001".

5. Click the Search button.
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Use the Student Training Summary page to view the summary of a student's training
history.

Click the Status tab.

View a student's training history to determine whether the student has completed or
passed a course.

Notice that Martina has completed the Performance Management course with grade P,
indicating Passed.

In summary, you view an employee's training summary information to identify the
courses that the employee has taken.
End of Procedure.
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